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Thio/vjGmial was written to share the experience of The Gommunity 
Crisis denter as that of many shelters we have known. You^ill- 
find onVy half of^the total she'bter experience written bn these 
pages. [What is left unwritten is the emotional^ often spiritual 
side. P^haps that is- another book^ though I feel the need to 
share some of my thoiights and conclusions: 



The shelter\fyciliiyj and most especially the Community Crisis 
Center^ repre^nts to me a "noble experiment" — an experiment 
in helping ana<hvman nature — testing everyone involved ~ their 
energy^ their cdmmitmentj their values. The staff and residents 
form a communityi'^^^trive to minimize the, institutional and 
develops home-'likehtmosphere^ and attempt "^o maintain a one-on- 
one relationship^ incoprorating all the responsibilities of such 
a relationship. Thj shelter^acility endedvbrs to meet ALL the . , 
needs of the, clienV/resident in a caring^ empathetiq way — 24 
hoya^s a day^^SSyaays, a year — truly (i "noble experiment" full 
mtionoL^^rtoolvement and risk. 

Tni^nMSie character for CRISIS is a combination of the characters 
^ep^^^e^ing DANGER and OPPORTUNITY. The shelter experience places 
ytm. as helping-^people^ and those in need of help^ at that crisis 
point together, and challenges ypu to provide the necessary service. 
At that point you and the' people you serve are. most vulner.ahle. 
. It is your role to remember that DANGER^ is only part of -CRISIS " 
^ and to help uncover and pi4rsue the Oi^ORTUNITY. 

You will n0ed to know that there are no concrete lines separating 
the helpers from, the^ "helpees". Your philosophy of promoting self- 
esteem, allowing for individual differences ^ fostering individual 
growth and supporting individual yesponsibility must be^extended 
to your staff and volunteers as well* as clients and residents. 

I have, worked ^in Just such a place for five years. In the course 
' of my assoqiation with the Community Crisis Center^ I have often 
learned more than I cared to know and seen more pain than I cared 
to know existed. ^But^ <r have grown as an individual and enjoyed 
the support of many caring people. This manual^is a result of 
that grojJthj that support — the result of a team effort. T think 
it important and appropriate^ to recognize^ with appreciation, the 
members of that team. " * 



Mary C. Berg;. Executive director of the - Commun 
Center — for making sense oitt of business manag 
setting me up for success, and being d friend. 




Trinka ifaters: Vdlunteer Coordinator of the Community 
Crisis Cenier for her honesty and perception^ as well 
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Clinton^ Mary Hope Dubay\' M^lodie^JankowsH^ Maureen Manning^ 
arid Maureen Smith'^for the chapter^ "Counseling fA>m Intake, 
to Follow-Up"^ and to Hither Clark for "minding the store." 
To hll of therti^ for iheir , commitments' amazing energy ^ good 
sense^ and goo4 humor, 

\ * •Is 

June Moore: Secretary — for keeping all of us^ especially 
mej' organized; for iyping; and for always being phere ^hen 
we need her. . ' . * ' 



VOLUNTEERS ^ . 

Joan, Delano : ' for .editing ^ editin^^ editing; for "letting 
me down easy/" and for caring so much about the end result, 

Terry Edwards r for continuing to care ^ for seeing the best 
in^people and situtaions^^and for^ the sensational graphics', / 

i 

Bette Sears: foi^er technical expertise^ her editing, ^ and 
her concern, " , . * * , * 

Shteryl Wolff: foreknowing all I didn't know, for recognizing 
the hard work c^ead arid agreeing ^o help anyway, for her ^ 
patience and encouragem^t, xond for making our idea a reality 
with her editing, organizing, typing, qnd cj^ative ability. 



It is also fitting to recognize vhe '"home team" — my husband,. 
Stephen, my children, Corinne and' Mark thank, you for 
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To Debbie: A survivor^ a deligM^ may she; know 
cgtother time in her life without 
i>iolenQe. • < \ * ' ' 




Debbie^ age 4^ was severely abused since i^nfandy^. 
Her mother was. also severely and frequently abused 
by her husband^ Debbie^ s father. The family stayed 
xoith us at The Community Crisis Center for three 
weeks. During that ttme^ we leamea much from 
Debbie. In her infinite wisdom she characterized 
the Center as being "a real fine' place j but" there • 
^ are. just too many mothers around here.^^ We hope 
Debbie is right. Mothers are people who carb. 



AAefinitioriy an introduction^ random ^thoughts . ^\ 



Dojnestic violence is serrous social problem. It may be defined 
as *'the physical abuse of a child oV an adult by another with 
they are acquainted or re'^lated, and*wilj)i whom they may or may./iot 
reside.*' ^ ^ * * " 

Domestic violence includes spouse abuse, child abuse, abuse of the 
elderly, sibling abuse, incest, and ^ften rape. 

Domestic violence is, in most, instancies-, a learned response; a- 
iiamily tradition passed down from' gfeneration to generation. - 

Victiflis of domestic violence both the battered^and the batterer, 
are vulnerable and lacking in self-esteem. 

*We are all aware of the violence in our world; for too many that 
violence and the fear, of that violence are a daily re^i-ty. 

Domestic violence is not related to,di scip 1 ine; <fiscrpline is 
consistent and takes place in an atmosphere of love. 

Domestic violence is^a relationship problem, a, famijy' problem. 
Women are most frequently -victimized because of traditional roles 

and. societal sanctions. 

J , ' 

We are working toward a time when escaf^c from violence will be 

^a daily possibi 1 ity and a different way of life available to ^11. 

The' shelter is an important step toward that availability. 
Shelters are not an answer/ only^an aid. Shelters cannot solve, 
only salve by providing the time and space;,to begin the process 
pf rebuilding 'a life and^ot a rela^i^^sl;UV• ' , 



. / ' . ^ . . * 

This manual will address The Shelter Experience . . . ours, 
yours, and the dreams we share for tlie future^. It Is- meant as 
a guide for those groups in many communiMes who are working 
against domestic violence by working' to establish a shelter 
faci 1 ity. I * ' 
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In 197^, a smal l group -of middle class women, neighbors, and • 
friends set out to find alternatives for^a woman in their group — 
. <a motner'of three whose husband had suddenly decided he no longer" 
cared to be married. He had cleared ujjt the family accounts, 
liquidated many of-their joint assets, and moved to Ca«1 ifornia.* 

Good friends and long-time taxpayers, these women felt that their' 
•friend should be able to take advantage of services provided by 
their city, to\^nship, or state government* To their shock and 
dismay, these servvces consisted of three basic dptions^ a ddwn- 
town hotel for temporary shelter f5rovi'ded by the* towijshj p and 
frequented bV" released mental patlervts and alcoholics; placem'ent 
of the children in temporary foster care while m6m "got her head 

•together", or temporary psychiatric hospitalization for motn 
couj^led with foster care for the kids. Obviously the community' 

\wds implying *that there was something wrong V^ifh mother! All 
tRis because she found herself In a difficult, -even frantic, eco- 
nomic and emotional ^situation. • '* . . 

. . ■ - . . V • - 

"Ncrt acceptable" was the consensus of -the small, but determined 
group/ They knew what the family needed* and were angry that" such, 
'help did jnot exist. *Xhe system did not provide for a safe, com- 
fortable. 1 1 ving situation.. 

K ■ 

So the group went to work gathering information, speaking to 
local officials, and negotiatiog wttb local agenties. A'ahelter 
facil^tf with a 24-hoQr information apd refe.r;ral and a 24-hour 
■intake capability became their goal.-' V' 

• * • ' * ' 

By spring of 1975, they had become incorporated as the Community 
Crisis .Center, IncT, tallied more than 22,0,00 hours of volunt-eef - 
time, and, most Importantly,* convlnce^c|^Elgln Township'to fund 
the* shelter project with $40,pOO of Revenue Sharing monies. ' 

The execuftve director was hired In May with program development 
becoming her primary task. The group, npw the board^of director-s, 
. contrnued their irjyolvement* by concentrating on finding an appro- 
priate facility. — ^ # 



After a seMes of setbacks In the form of neighborhood'object ibns.i 
property costs, availability, zoning, and just plain* pol Itics', a . 
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©oftftimg 1!;® ftaii© ipoimt!; ' . * 



contract purchase of the Victorian mansion at 600 Margaret Place 
was arranged. ^ * ^ , 

In September, the director; two CETA emp]4>5Jees (a volunteer coor- ' 
dinator and a certified social worker), and two resident counselors 
opened a ''full service" crisis center — a 2^-hour crisis^inter- ' 
ventron anu shelter facility. ' . \ 

In the beginning, nona. of that original group or the original 
« staff knew or even su^fiected the existence of the problem 6f do- 
mestic violence. They were simply meeting tfie shelter needs of 
the women and children in' their community. 

- • . * ^ • ' 

. However, after one week of service,- they met*, the 'f i rst "Jbattered . ' 

woman". Looking J)ack the Crisis, Center owes much to that -firsf.' ^ 
* woman. She quickly and effectively point;ed out all that they 
didn't know. What began with staff's anger^at the sys,tem for 
thqir treatment of this woman, ended in arv agency's diligent search 
^ . for appropriate answers. Ultimately, those answers were translated* 
(Dto a service program for victims of domestic violence. 

The Community Crisis Center stwll meets th'e shel'teV needs -o/^tlie ^ 
wome/1 and children in th^r communtty'by addressing a wide vari^ety^ ^ 
-of problems. However, 6o percent of the total families sheltered 
are victims of domestic violence, , . • • - . 

* *■ " * } ' 

The Community Crisis Center .has learned and grown in four and one- ' c , 

:res, organizations^ and / 



half years with the.help of many ag^nci,,, ^.^ ^, 

^ shelters throughout the country. Whatever expert'ise the Xenter 
staff has acquiredis the Qulmifiatfon of. that sharing.'. Thi s manual 
Is their chance to'share. ' . ^ < ' . 
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Pl THE FfACILITY: a ]0k ye&r old Victorian houserknown in Elgin y 

as the*Loyell Hansipn ajid hav'^ng som'^ historit^'f. signif icancfe. * * " , ^ 
• , 'Located in ^a^ middle-class, JjVue cellar resi'd'ential neighborhood, . \ ' 

' ' shelter-i> co^lvgnfent te. tHe do^ntcSWn ,busi ness and service ^ • • 

, ■ 'area "and to ^bi\c transportation. ' ' '-^^ " ^ * ^ 

> • ' • ^ " ^ ^ ' . - . / ' ., * \^ 

^ ^ -Rooms include three large doVmitory size and one^small bedroom, • ^* c 
.•two baths, awk'itchen, liyljpg room, 'fam'i'ly ropm (powoffice) and 
^ dining-room (n6w multi-purpose). Attic *%pace- over thb q,ttached\ * ' . ^ 
. * ' .^fj'^^e and tKe house provided jthe possibality for future expan-'.' 
sion. Basement.area .Ts si^itable for laundry facilities and 
storage. , ' -^"^ ' . ' 

. ■ . /' ^ ' ' ' . 

•Hp ZONING:, original zoning w^s single family/residential but the. - * ' 
property was sut^rounded .by mul ti -fami ly.a'nd special use zonl^ng. , 

• o ' ■ ■ 12 • / 
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Zoning vas eventual 1y changed to a special gse gran-ted exclusively 
for its usejas a crfsis center. If the use changes, in the^event 
the-house is soJ4» the zoning automatically reverts back to the 
original. . ^ . * • 



H^ THE BUDGET-: in April of 1975, Elgin Township gr^nted'.ajiproxi- 
mately $35,000 to The Copiunity^CrisJs Center, ^Inc. The doors 
were opened in J.uly, 1975t • . 

' . ' • • } — ^ •/ . ... *] / 

For the fiscal year ending March ^15, 1976, 8 months of services, 
di*sbursements were as follows: » , . v ' 

♦ . * ' > • 

Personnel....'- $13,324 , 

Space*. ...... 11,668 • 

Consumable supplies.' 3,25^ 

Mi,^cel laneous costs. ■.• 6,A75^ ' • 

* . Jotal • $34,Z.2r 
» ;-lncludirtg down'^ayfhent \_ - 

The.CETA contract provigled 2 staff posrtiohs 

at $10,000 total.' . ^^^'^ ' ^ 

J, Services for 8 months included:* . ' ^ ¥ 

420 cases . ^ . 

f^7 peVsons sheltered . ^ 

675 nights of shelter * . ' , 

■i THE PEOPLE: Tn ^ time when some aVe questioning the validity 
of volunteer Ism and pf jgrassro^ots efforts, Mt is important to 
poljy: put thef cri ticaV part both' such movements pV^yed in ^tl^ie 
establTshment^^and ohgoing^.. operation of JEhe Community Crisis .Center. 

Women used their own time and^'talents to provide service and more 
imp6rtantly to/force the system to provide necessary services.-H 
Th^fs group did' whatever needed to be done . .^learning and 
applying the basics of communtty. organization and pLoJitical savvy 
Though they once swore .to accomplish thefr goal "without a bake 
sal'e*', in the* long rt^n they did whatever needed to be done to open 
•the doors and keep them op^n, / \ ^ 

Somehow^ At seems appropriate to write their names In a central 
place as a tribute to their determinat I'on and commitment. The 
true tribute is'the fact that the ^sheTj^er facil rty.-sti 1 1, exists 
tp* serye the communityl; \* . 
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WOltKING 
TOWARD 

A SKBtTBR FAGILITT 




Though our goal i'S a manual concerning the operation of a shelter 
facility, it is* important to tons ide^::^- the beginning steps toward 
that shelter — the''foundatioi^> if^yoUwilK When the Community 
Crisis Center was organized nearly five, years ago, it literally 
grewi through a process o*f tr|ial and ferror^' However, groups now 
Interested in developing a snelter have the advantage of the / 
experjenc^ of^ the many groups who h^ve gone before. It is a 
waste of time and effort for each new group to try to duplicate 
the efforts of tjielr predecessors. -Rather, through an organized 
probe'ss of sharing, energy can be better used to tailor the * 
available information to the individual community. 

In the interest of that sharing we offer the following "brief 
suggestions fofl^ttfe beginning steps of organization. For rfibre 
cietailed information, you will find How to Develop a Wife Abuse 
task Force , by K&thleen Fojtik, most useTul . (See Bibliography) 

These suqqjes tions are based on experience — that of the Community 
Crisi s Xentef and, of the malTy shelters we have worked with through^ 
.^ome^ tough/b^g innings. They* are based on reality — not what 
: shoi^ld or kould be, but what is. ^ When establ i'shing a shelter we 
rarely have tsljiie to.cKggoe the system*-.- only time, to. learn it, 
TKa^oal'^should^ways^S^to provide the best possible service in 
.^the shortest amount of preparation time. The preparation time,' 
h6weveV, cannot always be both brief and adequate-^54n that case, 
adequate becomes the goal. \ - . ^ v 

step Oae 

Bring together a group, of interested and concerned people. Share 
wjth them, your coj|i4||||^n and your belief that there is a; need for^ 
a shelter facility in your community. Plan to^meet on a regular 
.basis, thereby asking for»a*vcommitment /rom group members'. Begin 
to o^taio, read, and discuss current literature on the subject of 
d^pmestic violence. Contact existing shelters asking for sample 
brochures; ^'mportant publication's, and moral support. Of course, 
contact your Regional Technic^ Assistance Center for both domes- 
tic violence and child abuse, ACTION, LEAA, and HEW in Wash'lngton, 
D.Q. Locafjly, \ou should contact NOW, AAUW (American Association 
. pf Universi ty Women) , YWCA, your local chapter of the-Natlonal 
Federation" of Womenjs Clubs, and all church/servjce organizations. 



Always request pertinent information ,» as many of these groups 
have national mandates concerning programs aga inst domestiq vio- 
lence. More importantfy, peguest their support followed by your 
promise to keep them advised of your progress and needs. 
Appoint someone to beJn charge of correspondence, 
someqne to run the meetings, and someone 
responsible for overall coordination. Beware 
if these are one in the same person . . . you 
are not 'reaching . . . tjie secret of success 
is to involve people at various levels and 
.not to rely on one per,son for everything. 



• 

Step Two 




The group will be able to agree on the need for 
a. shelter. In order to proceed, however, it\is 
n.ecejssary to gather substantiating data to corfvinc'e others. . 
Existing community services should be assessed \in order to determine 
waVs in which a shelter could and would fill s^vice gaps. 



Survey by letter, phone, and where possible, by 'personal inter- 
view, the social service, legal and law enforcfemeat agencies in 
your area, A'good plan- is a "combination of all three , . . an^ 
. inkial ^phone call followed by a letter arid/or an fntervrew, " 
b^ing careful not to become a nuisance. Your first gpa] is to 
gather statistics concerning domestic violence, cases/but secondly, 
to have the agency predict-which ^'f those cases cqulpwoald have 
been better served by the availability of a shelter./ If an agency 
does not keep su'ch statistics and is reluctant to m6ke those pre- 
dictions, ask if they will do so for a limited tirn6 — a month 
or six Weeks. Offer to collect and tabulate theit statistics and 
share with them all the i nformat ion, you coJJect. . 

-'It will help if someone in ybur group is acquainted with a person 
|Jn the particular group you are approaching, . If, however, that 
|is not the case^ always talk with the "highest up" available to 
you. The decisions, in most cases, will ultimately be the boss's 
so it is important to communicate* your concerns and. requests 
directly. Moreover, it is much easier Tor the boss to make a 
decision that will not lead to any additional work at his/her 
level, but, may for .the workers. It often happens that the infor- 
mation you are asking them to collect and have promised, to share. 
Is something that they are .interested in. At le^st it is well to 
approach them with that expectation., . 

Needless ta say, it r's vital to ALWAYS FOLLOW\THROUfiK. These are 
the agencies With whom your^shelter will be, in .constant contact. ' 
You will be depending upon them. for encouragement, information, 
and follow-through. It fs crucial, to develop a relationship based 
on mutual respect as qurckly as possible^ 
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Stap Th^^t 

Enlarge-^ydur , group to include c?>mmijnity service providers and 
represehtati^yes"^ of the "powers that be".^.Wi^h more people, par'-, 
ticulariy those Who may knov> fjrst hantjjjof £he ne^^, the service 
assessment wilVbe much easier. It is important to look beyond 
your original group for additional members always strivi-fg. toward 

^''a wide and 'dr-verse base of support. Group members do not need to 
agree with the total ^ phi losophy or commitment of the original 
group, only »witK' the n^ed for a shelter"!^ One of the earliest 
supporters of the' to.mmuni ty Orisis Center- was a Catholic' nun who, 

/though she had difficulty wi'th the phllo^phy of separation, 
divorce, and the possiblTe break-up^of a family, could and did 
attest to the need f or 'a-, shel ter. Her public testimony to that 
need was instrumentaV in the establ h.shment of the facility. 

It has become increasingly important^ from the point of view of 
many funding sources, \tb include men as^well as women on your 
board of directors. Including them earl^, on will lead ,to a wider 
base of community support and perhaps -ao easier road to funding. 

BEFORE GOING A^Y FURTHER, STOP AND TAKE THE PLEDGE: 
, "WE» WILL NOT .DUPLICATE 'ex I STING, ADEQUATE, COMMUNITY' 
SERVICES?' , • - ■ , • 

This is an invaluable position in the community. After all we 
are all taxpayers and we don^ relish paying twice for. the same 
service. It will make^yetrr job much easier if you can stand up 
before the community and "take the pledge". 

When tabulating the resul?s o^your needs assessment, look'at 
oe^^ch .service^ carefiuMy, considerfng cost^ locati^^, and suita- 
bility. For instance, if counseJing is available^^^i^y. through 
a Ideal mental health clinic in the next toi?n, perhaps you should 
provide counseling to victims of domestic violence within your . 
shelter. Always consider contracting for exrstlng services 
before ^ni tiating them in your own program. * . 

Step Vour 

Begin to formalize and share your education 'an<^ information. 'Those 
of your group who are^the best informed -Should begin to contact 
those clubs and organjzat ijons , both spcii^J^^Phd service, that are 
looking for new -programs to present to their membershl*?. Late 
summer, e^^rly fall, is a good time to contact those groUps who 
have just elected program chairpersons as they^are often in need 
of new programs. Be helpful . , . offer to bring movies, share 
mater lals, Mead group discussions. If a fee is offered, of course 
bccept; however, it is important to provide other levels on which . 
a group can support your efforts. Perhaps they have volunteers 




willing to help your survey, access to a copy machine/ or a / 
graphic designer In their group. ANY AND ALL SUPPORT ACCEPTED.' 
A realistic goal is tp speak to all such ff|oups jwi thin the 
year. Do not overlook the couples* clubs*!^* 
or men's groups; they have enePgy and 
money too. The tendency Is to go only to 
women's groups in the belief that they 
will find It easier to Identify with your 
cause. This diminishes the credibility 
of your causf —.It Is a cause to which . 
everyone can relate. We must believe 
that and communicate that or we are , 
overlooking a large portion of our po- 
tential support* 




Miscellany to keep in mind during this period of organization; 
miittniiiiiiiiiitiiiiiiuiiiiiiitiiititiiiiitmttiuiiiiiiiiiiiiiiiiiun niiniiiiiiiii^in iiiiiiiiliiii iiiiimiitimwHi 

Helpvmembers make realistic comfnitments to the project. 
Nothing contributes more to a speedy burn-out than an 
unrealistic commitment. . 

\ j-^ ■'■ 

1 If there seems to be a conflict betvyeen your pcoject 

I and another agency or program in. your area, assume that 

I it is based on a lack of communication and correct any 

i mi understandings at. once. Nothing is moYe haripful than 

I unresolved conflict that becomes apparent to the public. 

I Helping-people who .are not helping one* another makes 
for good pffess,but>oor public reWltions.* r ^ - 

; . / . -i^ » / — ' • ' ■ 

Become .awai-e of the political mood In your comhtanl tyt 
Which politicians sean sympa^-het ic? .Who seems annoyed? 
I Learn the players 'and th#^script. ' * . ' 

\ . / ' ■' ■ ' - X 

I Notide the soclQ-economic structure, of ^your town. Are * 
I there neighborhoods that would .welcome 'a shelter? 

1 . • - ' . § 
^ |^">H umiiimiiiH mitm iimtMiiiiiiii mi hiiimii \ m iiiHiiiiiiiiiimiiii 
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ecome incorporated, even as a task 
•f^fce, as soon as possible. Incorpo- 
ration is accomplished through your 
state government and usually costs 
approximately $25.00. You will need 
minimally, officers and a statement 
of purpose, a constitution, and by-laws. 



Become tax-exempt. Thi s exemption 
status i s laccompl i shed through the 
. Federal gdyerhment — IRS. You~will 
need a board of directors, officers, a statement 
^ of purpose, a co.nstrtution ,^ ^y-laws, a fiscal 
agent and/or an umbrjslla agency. Regular^, established 
funding sources will not begin to consider any proposal unless 
you have accomplished both incorporation and tax exempt status 
You will need to become' a registered non-profit, tax-exempt 
agencj^. 

Choose a name that is not too limited. "Domest'ic violence 
allows fpr a wider, base of support than "wife abuse'*. "Center 
ponnote^ more services than "shelter". This does not excl^ude 
the possibility of the more limited terms, only indicates 
that a name should be chosen very carefully and with an eye 
to the future. 

Keep an account of all volunteer hours from the v^ry first?^- 
meeting sof your group or task force through -all your yea r^ of 
opefatio'h. This will prove important' to your*" funding success 
in the beginning and in the future. TYles'e volunteer statfsti 
demonstrate community support for your project and can be 
translated into "money language" by'^using current labor costs. 
One personf-shotjiy/be^1|A:harge of keeping this log and for 
• ascribing consistent values' to the particular jobs. For 
instance, the lawyer who draws up the purchase contract and 
donates services would be recorded at .$25. 00 to $50,00 per 
hour. The person who does your shopping and meal planning 
would be recorded at $3.00 to $4.00 per hour. This is not 
to say that orfe job Is .of greater value to your, cause than 
>another. It^is mereky a way to communi cat^. the amount of 
support In your community to -the people with the moaey. 

The volunteer/hour form on the following page can be used in 
tVie task force stage-as well as later on after the- shelter 
opens. , ^ «v . ' - * 

A simi lar sheet should be developed for all donations of 



goods and money wKth an additional column to note the recog- % 
nitlon of. the'gift: thank you note, tax-exempt receipt, etc- 

. ; . * ' SAMPLE VOLUNTEER FORM 



DATE 


NAMr . 


ACTIVITY 


IN/- 
OUT 


TOTAL 
HOURS 


VALUE 


SECY ' 
SIGNATURE 


1/7/7.^ 


S'. Ford 


> 

Shop'p i<ng 


9 am 
1 pm 


it 


$3/h-$]2 


L. Jones 


1/8/79 


J. Doe 


Contnact 


9 am 
10 pm 


1 


$25/1 -$25 


L. Jones 



SAMPLE 'donation FORM 



-DATE 


NAME/ 
ADDRESS 


DONATION 


VALUE 


DISPO- 
SITION 


THANK 
YOU 


TAX 
FORM 


-1/3/79 


S,Sm! th 
i»i»0 Jay' 


Clothing 


$25.00 


at 
.Center 


Yes 


Yes 



Chetk with your local IRS office about the value of donated 
itemsv To be safe it is usually advised that you approxi- 
mate trie value below replacement value. 

Ml Last, but not least, when members of your group are deciding 
▼ whether or not to become board members', make sure they are 

aware' that being a board member 'makes it i1?iposs ible^ for them 
- to be hired as a staff person* Of course, an, acceptable 
^ length of time between board membership and- employment cah 
be provided within your by-laws^ Six months to one year 
would be a suggested .interlude; one that allows for little 
suspicion of conflict of interest., Avoid any' possi bi 1 i ty 
of a board member setting policies that^would directly 
affect her employment* • • * 
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Two things combine'^to Influence site selection: 
ocation. 



faci 1 i ty and * 



TAOILITY . 

Shelters come in all styles and sizes — some plain, some' . 
luxurious. Both environments can arid do house excellent program's*. 
We* should not assume that*=^Bj^l9in environment will hot house an 
effective program. There r&rsomething to be sa,\a for the ^om- 
Yaderie that develops when one)s environment is less Jth'an.'^omfor- 
tabld. Perhaps, there is something about 'a'dversi ty .that bu^ds 
.a feeling of kinship. Convers.ely, shelters with mo.re comfortable, 
and even luxurious surroundings^wi 1 } not be proble^n-f red^r they x 
often have a difficult time gj^tting peoplp to I'eave^ 



Sonje things to look. for rn a building: 

^■■At least .3.. to h good-sTzed/ bedrooms 7^' at 
^ o lelast 1 or 2. which are largl^ enbugb fxit: 
^ twin^ beds, a crib and perhaps an addi-. 
tional cot for housir^g .an entir'e family. 
"Light and cheery** is a welcome Bonus. 



At least 2 bathrooms one convenient' to 
sleeping areas/ one ^near office and common 
rooms. :B^thtufes and s^gy^ers if possible.* 




ic 



Large commQn'V^ (kftchen, living room, and dinihg rood| -t 
able to. accommodate fifteen for dinner and/or meeting^. 

^ • ' * ^ • " ' ' . \ ■ . \% ' ^ 

Off ice space -7 for regular offjce^ procedures: telephone, 
typing, bookkeepihgif etc. (p'ert^Sps a fanii^ly room or^ den) ; ! • 
Even If . t ffe major Lty ^<6f . off i ce work, wi IT be done.ih a separate 
location, youwMl still need some private space*^ for-telepJjjdne 
and basic V^cord-'kepping/staff space.- > . .'^ * ^ 



■ Private spaca — • »a place where, an Jndlvldijal mothe'T^or 
'teenager c^n get: away- frpm^ the ^chaos for a few minutes, -^^ 

a*.roorTlwhere one-on-^nd courfsel jng .on smal l groups can be 
accommodated. Thls^to be combined with a^oj n termed! ate * 
play area for *chi Idren. not needing/^upervision ^ho enjoy ^ 
boa rd- games, xards, etc. .Private space 1 a r'^e. enough, ;J f 
possible, to utilize for relaxation and othe?; exerci sesi 

■ Play. areas ideally^both indoors ^nd o'lrtdoors — i.rjdooK, 
space, perhaps in basement or garage, fpr large ridding, . ^ 
toys, bookshej ves , even ruhni ng game? a'nd^exerciSe.^^ — out- 
door area'* properly fenced wi th easy 'access to .housfe and \ 

^ within full view.. • % 

■I l^ltchan area — well -equipped with ifelrge refrigerator-freezer . 
and heavy-duty dishwasher -- generous o^:>unter and cabinets:. - 
space is helpful -- eating area for smalj breakrast and luncV 
groups as wel-^ as informal counseling ahd vi s'l tjng.'* ' ^ 

■ Creature comforts — good heating, plumbing, and* elect ricaf 
systems — a good roof an^ adequate sew.age/drainage» s>iirtems. 

■ Safety provisions^ — rely upon your fire aTid tiif.i'lc^g inspectors 
for good (advice and direction. Bette'r* to* ^^aj^i fh tjhem in 

th^ beginning than to be forced to re-do 1 a'tef*^* When talking 
with them^ be sure to reqi^est al l—requi regienl? anff directives 
In writing with a signature and date — ^*fire* wall^ along tKe . 
outside of the kitchen, enclosed stairways^ fj'i^e. doors, two 
exits, are a few of the most cpnUnon ^quiremdnts. 

The Installation of a security system is optj'on^l • It is ^s 
much^ If not morej^'a phi losophica'l issue than^ practical one. 
We wlll drscuss tt along with other phi 16soph4caJ Hssuefs. 

* - ■• •■ ' • .>,-■*. ; . 

Possibilities . . . try not to overlook any cjff t'hem. . . . "*■ ^ 

. ' ■ ' ■ J- ' . • 

Conslder^not only the usual 3 or ^ Bedroom ^esldenc^, out also, the 
unused public building or business such as motels-, schools, con- 
vents, hospitals, etc. Some'of these woTTT^obvibuslV require 
ffief=^creati vl ty arid hard work than othefs,^ but none would be fiBpbs- 
slb)e,. For the- sake of both economy ajnd aesithetics, consider new 

uses fpr old buildings^ Particularly if located with^h a nehab-' 

target ared, 'an older home may^be eligible' for preservation or 
restoration monies. Saving a city landmarl^ eveififjsinp it a5 a 
sljelter, can be an Important contr tbution to ,the communi ty. *' 



When considering a very large facility, consider sharing arrange- 
ments with other agencies who may need office and/or ^a^orage space. 
Logical sharings could be arranged with clinics, communfty action 
agencies, etc. ^ * . 



V -LOCATION 

Some things to remember when considering a location. 

™ Access] bi 1 ity to public transportation and services. Client 
needs being the prioritjx the -most appropriate facility is 
the one located conveniently to client services or 
at least, close to public transportation. ^ 

Parking wherever you locate,- whether in a 
• bwsinelss or residential area, except, for the 

. most rural — will be a p^roblem. Usually it] 

. is one of the first issues raised •during . 
^ zoning hearings, arid one* qf the last^to be 
settlea. Parking for aj least six cars and 
probably more should be provided. Even if parkl..^ ^ 
Is not .a* problem at first, as your staff, volunteer^'^ ^~ 
and support groups* increase, parking, problems will develop. 
Even shelters who have carefully maintained the secrecy of their 
locatijDn h^ve parking problems' event\jal ly. M^ny shelters assume 
that the majority of their residents wi 11 not *have access to, 
a car. That is usuajjy true, but your neighbor^ will think 
otherwise when two months in succession each person staying^ 
with you owns a car. It has happenecl and it will again.' 
Nothing can alienate neighbors and city officials more qui^ly 
or %low your cover'* more effectively than seven cars parkld.^ 

. outside with each one loaded to the brim with clothing and 
IBusehold goods. . / 

• I • ' ' ^ ^ 

Look at parking as one of your main problems from- the very 

beginning. Devote adequate time to finding a solution. 




' I ^ 

They were there first . . . This Is a difficult paragraph * 
to write, but nonetheless an important /6ne. Though your cause 
i,s a good one," and you have found the perfect facili^ty and 
locati&n; your neighbors were there fjrst.. They^rrfay *have 
something to say about youc^choice of location. You cannot* 
promise themMihat having .a_shaLtetL_fac i^l i ty next door will not 
affect their- property values.^ Because they are Concerned, they 
are not '\bad'' 'people. It is possible t9 be against domestic\ 
vi^olence, and be concerned about your property, and be a "good" 
person. /The jjnpbrtaat consideration is that it is sometimes 
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• a waste of energy to locate where you *are npt wanted. Your 
tendency will be, even after you ^re settled in, to proceed ' 
carefully; walking on eggshells. Also, the women you shelter 
do not need that ^ind of pressure — neighbors watching sus- 
piciously as they walk to the^aoor, unload the ear, etc. 
Definitely 'a wa$te of time and energy too many neg^ive 
vibes. 

, So exhaust* all other possibilities, examine all, even seemingly 
impossible Options, before embark^ing upon h difficult zoning 
or neigbhoVhood battle. You wil.l need your energy for other 
things. ^ ' . 



There is not "one'| perfect site or facility. To f 
acceptable combination of location and facility wi 
efficient use of time and. energy is*Vour goal. An 
cation, ^ less than adequate- faci 1 i ty, but appropr 
early occupancy may be the best answer. The worst 
Jiappeo is for you to find a better combination and 
within a y^ar. By then, you will have service sta 
up your space needs, and you will have experience 
shelter's impact -on the n^ighborjiood. Hopefully, 
also accuTHulated strong community support to e^se 
of relocation. ^ 



ind the most 
til the most , 
•adequate lo- , 
iate zpning and 
that could 
have to move 
tistics to back 
to support the 
you wi 1 1 hpve 
the problems 
f 



0 H 

Whether we are talking. about zoning or, any other governmental pro- 
cedures, .there is a fundamental rule: 

LEARN THE SYSTEM "otf YOUR HOMEWORK . . . GATHER 

' INFORMATION . . - ^BEiUfT BUILDING^ A RELATIONSHIP WITH- ^ \ t 
THE PEOPLE -IN POWERT ' ' • ' . ^ ' 



Simply said, but-JSjome times easier said than done. Ask questions 
of secretaries apd their bosses, elected officials and their 
spouses, city staff bosses and city staff peons. Knt)w 'how the 
system is supposed to work, 
understand ^the phi losophyT behi nd 
the procedure. Knrow that the_ 
reality^'fs t^tfferent than' the 
phjlqsopjiy. In short, do" your 
homev7ork so ther^wj 11 be no 
surprises. ' Your preparation 
for a fprmal hearing procedure 
should be different thaa that 




for one in- an informal, xelaxejJf^mosphere. Know which to expect 
and prepare accordingly. GatJ^efn 1 sts of all^ related officials. 
Wfienever possible have them contacted by a fr'lend or a relative or 
at least a. friend of^a friend. , Deal with the ''top'* as much as 
possible except when decis lons.»are made at the bottom.' For example, 
why waste time talking to the chairperson about being first on the 
agenda when the secretary prepares it. Talk to the secretary. 

Learning the system does\not necessarily mean "buying in''. Be. straight 
aodj^develop ^ super-dependable, responsible image. Don't make easy 
promises "or quote spectacular statistics. B^e convincing, but solid 
^and re'sponsible. We really convince others by quifetly demonstrating 
our own convi ctlon. and by pointing out "what's in \V for them." 

^ ZONIHO 

Zoning is a legal method of segregation using any number of criteria, 
available to-amPused by city govej^nment. If is, by nature, 
r exclusionary." So saUd a local official, - For our consideration,' 
the operative Word is "legal". Though zoning is not always logical, - 
it is legal. Though it is not always fair, it is our agreed-upon 
, procedure for the orderly growth of our cities. Further, zoning 
,.does*ngit take into consideration the worthiness or lack thereof of>^ 
any cause. An importa'nt advantage of leasing government-owned 
property ,is the fact that such property \i not usually subject, to 
local zoriing'^iordi nances. 

I * * • 

ThpUgh they may seem confusing at first reading, consider the following 
before and after you begin 'zoning dis^fussions with your cjity staff: 



■ BE REALISTIC. Most cities have ^oning^ordtnantes providing for 
./e$ide;htTial zones of varyjng degrees: R-1 through R-A or 5. " 
UsuaTl^^j^^R-l represents a single f^amily with a large. 9imount of • 
"propen|.9;Vaod/or square footage.' R-2 represents a s^Jncjl^e^ fami iy 
uni t ifrfl'tV a smaller \bf, and R-J and A represent Varying levels 
of r^ult i-fami ly. development. Business zoning follows a similar 
patteroii^going from low^?hs^sity to Wgher^den^l ty ones'H^As a 
* rule of , thumb, the greater the density, the more opportunity 
for a variartce,. As an example, you are more apt to be -allowed 
to* put your shelter in a facility already zoned multi^family 
even though it is not a regular muVti-family residence,' bat 
rather a temporajy one. The fact n:hat the amount^of people is 
provided for may allow. a slighMy different interpretation of 
the ordinance with' little or'no discussion. You must realize . 
that the jump from sing-le family residential to multi-family 
residential is a big one..^i7i' terms of property^ values . Ask 
first of your city staff what zoning would ^be^ requi red of -your • 
/facility, and then be re,ali$tic about expecting zoning changes. 
..Some cltie$ have no precedent for zoning a sh'el ter faci 1 i ty that 



is not a groyp home, or a hal/way house^ Sugges*t they straight 
mult I— family zoning regulations based on the t-ot«1 number of 
people to be sheltered or perhaps those regulations coverinq 
board i/ig ^ouse. 



SPECIAL USES: Most cities have a procedure for dealin'g with ' ^ 
exceptions to tKe usi/al zoning categories. For instanci, if you 
plan- a" shelter facility in a single- family area you will probably 
need to apply for a SpeciarUse 9^ Exceptional Zoning permit. 
This would alhaw for fchat particular use of that 'pa;-ticular piece 
^f property.* Usually,, the special use zontng\^ill revert bact: to 
the original zoning when the shelter is no longer located there. 
Tiierefore% special use zoning can and often is considered similar 
to spot zoning, having some nefgati-ve, aspiects. On-'the other hand, 
because' the change is not a- permanent one, it is sometimes easier 
to obtain. The procedure for dbta.ining a. special use is Qsually 
the same as for any. other zpr^'ng change. - . • » r . 
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FORhiATlON THAT'HAY tlEl^P YOb.EJ-CASE: 1. 'Look at^the suR^OundTng ' 
property. 1 f. that\property is :^oned contrary to the property in 
questidn, 'i t wi 1 1 probably Jielp your easel- Particularly, if the 
p/Operty in question is low density surrounded by Mgffi density or 
special use. 2. "Check tt), see if there^are, any husiness-zoned 
pieces Jof property near the property in quesrtioh. Special u^e 
or exceptional zoning, can and often does serve as a trans ijijpn 
zone between residential and business. 3. Precedents in terms 
of %6ning changes for similar requests: If the local youth home 
recently received a special use and enjoys a good public image^ ''^ 
you ma^y do well to *'t^g along". Be careful /not to align with 
any agency, no matter how successful, which 'does not* have a^good 
image or has not Mvetl up to its promises to the comnju^itx^. V 
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PROCEIURES>. ' -A' planning or land-us^ committee separat^' ^rom the 
final decision-making group 4s usually charged with cpnducting.a 
public hearing and making a recommendation. - At the initial pub- 
lic hearing,, the city staff will make recommendation to the 
planning committee and your group will have an opportyaity to 
communicate;ypur needs and plans. The proposal thehy goes before . 
another group representing a zoning board or corranfssipn.' The 
zoning board alsotconducts a hearing^nd makes a rectommendation 
based on their opinion of your propps^l. Both recommendations, 
coupled with the Staff recommendation is then communicated to the 
cjty council or other body of elected officials. t)fte.n,^ the, 
recommejidat ions do not have, nor do they have to fiave, any bearing 
on the decision of the elected body. In'most instances, the 
elected body is only bound to consider the recommendations, not 
to agree with them. / ^ . ^ ^ 
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TIME: Thyfi re-zoning process 'reads simply, but usually doesn't 
play that way. Zoning is subject to political involvement and 
thel-efo re-does not h^pen easily or c}uickly. However, ther-pro- 
•cess must involve at lea'st on^e public hearing which prciyides 
your group with. a chance, to tell the story to yet another^ ,group 
of people and usually to the' press. Kfemember^tjhi s when the 
meetings seem -to gp on forever.. 

•The entire rezoning process can be afcompHshed In as<4ittle as 
a month and may take as long as one year. The average re- 
zoning is accomplished in 60 to 90 days. . 

. • - 

A Typical^ Chain of Events 



January-lst . . . meeting with city staff re: tlje-^ property 

located at . Zoning is current ly'^^^__^___. 

City staff advises . zoning. 

N 

January 15th . , . Our lawyer draws up a petition for zoning 
change. If is given to th6 city staff to be placed on the 
agenda of the Planrring/Land Use Commission. The Commission 
meets on the first Monday in. February which^allows sufficient 
rtime for pbbl i shed not ice to the community and written no- ^ 
tice to tbe immediate ^neighbors. 

Jebruary 1st . . . The. Planning Commission meetFng. Imme- 
diate neigh^jors have^ signed a petition of protest. .They also 
atte^hd the meeting. Information is shared. The Commissfon 
Votes to recommend permission t>r denial of the zoning change 
as requested. The Planning Commj ssion> being the initial 
hearji^g body, gathers as much information as possible and 
^^JM^^^^^^^ tabVe when IiiJt>act studies, parking plans, 

and/or land surveys are 'incomplete. . If they do make a de- 
cision' the next step Is a hearing before the ZonIn§ BoaVd/ 
Commission. 

February 15th . . . The Zoning Commission. fAt this meeting 
there are more peopl/5 representing both sides. The neighbors'^ 
are there In fbrce. It Is" usual Ty a more emotional, less 
informational meeting. After aH, the Zoning Commission has 
the benefit of the information-gathering accomp4ished by the 
Planning Commission. There is an exchange of some information, 
many opinions, and overall feelings. The Zoning Commission 
recommends permission or denial of your request to the. City. 
Council or other elected officials. ™- 

March 1st . . . City Council meets. They ask for^a brief 
. presentation'' of the proposal, allow for a presentation by the 
*oppos'i tlon, and then vote. • * ' 
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Sixty days from start to finish providing there are no, motions to 

table or other extenuating circumstances* Sixty days a lot of 

time for a group anxious to provide service. Don't waste time, however 

looking at just the meetings* You are laying the groundwork 

forming the associations that hopefully will stand-you In good 

stead for years to come. The process Is im]:)ortant whether or not 

your proposal passes, 

That being the case, keep the following in mind: 

Dress apfjropr lately . • • you are so very visible there in the * 
spotlight. Make sure your appearance does not alienate. 

■^►Select people to represent you who will not-aflenate* the 
''powers that be". A lawyer known for the unpopular causes he/she 
represents should not be your. choice — even when services are 
donated. It's better In the long run to pay someone. 

•-^The city Staff Is working for you as' taxpayers. Ask questions, 
learn from them, follow thefr advice. "Al^o, know what their recom- 
^mendatlon will be ^before the heai^Ihgs. Trying to counteract a 
.negative staff recommendation Is a waste of time and energy. They 
'are the experts and more often than not your commissions and officials 
will value their professional opinion; ^ ^ 



TBS OPPdSiTXON ' 

^s mentioned previously, your neighbors v/ere therje first, and It 
Js possible fpr them td be^agaln^t domestic ^vJolince and still- not^, - 
be for a shel ter^'facjl i'ty in thel^ neighborhood. When dealing with 
the opposition, it is well to *keep that In mlnd^and to* act accord- ; 
i^gly^with respect for and consideration* of the opposing vlewpbl^nt.. 

Most Importantly, don'tftry to "put dne over" on anyone. If ttfe 
neighbors feel you are trying, to push through zoning changes or 
k6ep the facts from them in any way, the. results, will be disastrous. 
Use the time between hearings for fneetlngs In Which to share ' '/ 
feelings — teas, potluck suppers and plcnlcs*f^^ DIsdover mutual- 
friends, common interests, etc. Jf. there Is a pgrtvliiyTar per'son ^ 
you want to reach, try to send a friend or an acquaintance of hl^/ 
If^rs. Sending someone whdfee opinion they already respect will - 
make communication easier.. " 

there is a very good chance that emotions will run high and that 
the opposition will, out of their fears, be unreasonable and short- 
sighted. Memtfers of your group may be attacked perj^onally and 
pitbllcly. On such occasions. whethe'r at an infornjal gathering or 
a publ io meeting, it is Important. that you try to: one — rel.ax, 
two ~ listen, and three — respond witli the fatts speaking to the 
zoning issi*B. There is the tericiency to fight back wl-th the "rightness" 



of the cause. Resist that tendency and , speak to the **rightnes?" 
of the zoning change. Be Issue-oriented. There is also the danger 
of being so "right" 'in your fcause that the pppo'sljt ion, by virtue 
of that opposition, is labeled "wrong" or "bad". Avoid such labels 
^ or inferences. ^Do not anticipate and/o^r assign .motives to anyone. 

(Approach ^e opposing neighbors with the idea that you wiH need 
their help in seeing to it that your shelter fits int^i the neigh- 
borhood. Appeal to them as experts,' perhaps settling up a review 
board made up of neighbors, shelter board, shelter staff, §nd 
city Officials. Develop a grievance procedure. When hiring staff 
consider a quslifjed neighbor, and certainly ask for their help 
as vol unteers. * | ^ 

Above all communicate tp them that*you understand thei,r predica- 
ment, and that you will always share any information available to 
you w^th them. ^ Remember,* it is not a matter of liking or disliking, 
only a matter of agreeing or disagreeing. ^ 
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VIPMBNT 



PLIBS 



Mai^Am^W Sii®m^(S Sn^rn® o o o 

Equipment Ws the more permanent things you will' need, as opposed 
to supplies, the items you will neecl bn an ongoing basis. 



aQVIPMBHT 




The problem pf equipping your^facl 1 1 ty Fs twofold: What do we 
need? How d^ we get It? ' 

THE OBVItoUS NEEDS: beds, chairs, sofa, 
tables, lampsl desk^, file cabinets; pots 
and pans, appliances, dishes^ linens, a^ 
television vseq, etc 

THE NOT-S^tOBVIOUS NEEDS: 

Provide fek^ Ives instead of dressers wherever possible 
I makin'gjTpuSgkeeping afid the battle against the bugs 
I much easier. . ^? . 

I Provide a\stereo in addition to or instead of a tele- 
I vision se^. It Is entertainment But more relaxing, and* 
I less a1 1-eHgrossing. * a * 

I Provide twnn beds instead of double-size beds. When 
I sleepiRg hapits are irregular, no ^nse in^waking the 
enti'Pe family. ^ * 

Use lamps at^jtached tawall or ceil^^ng fixtures. as much as 
possible because they are less susceptible to loss or 
damage. 

Provide a lar^e locked storage area for residents' luggage, 
etc. 'Also, secure food and supply storage is necessary* . 

Prpvide a small Jocked 'storage unit or safe for storing, all 
J medicine (eVen aspirin),, money, or other, valuables. You- 
1' may also want to provide a locked file for confidential 
i records.' \ ^ 



1^ Don*t forget: h^ir dryers, alarm clocks, toaster, plastic 
I covers for mattresses, plastic; covers J'dV -foam 'pi 1 lows, , 

i* Jarge covered garbage cans, bookshelves, and thrrow rugs., 
. . . ^ '''' ^ : ^ 

i Also, fire extinguishers, smoke alarms, a front door peep- 
1 hole, and a loud door belK 

Now to the more challenging: How do we get it? 

.DON'T 'BUY IJ! SOMEONE IS DYING TO DONATE IT! - If you find that 
you are purchasing more than a small percentage o^the necessary 
equipment, you have not done your job in the community. Soliciting 
donations Is important for more thqn the material gain; It is. a way 
in which people can invest in your pr^^ct. People feel good about 
helping; provide them the opportunity. Be prepared, however, to 
receive things that are not useful and provide for their discreet 
disposal. Don't discount such a tran'saction tj^cause you have, after 
all, made a contact and probably a friend. Perhaps you did riot 
communicate your specific need resulting in an inappropriate 
donation. ^ 

. % ^ \ 

Solicit church and group- support as well as that of the individual. \ 
'Jt is usually easier to get the group support. Ask the person whb * 
has the most of wh^t you want because one of 'Mt*' will mean less 
tp them. For instance^ if yon need a- stove, go to the manufacturer 
before you go to the dealer. ^However, it is usually better to ask 
locally before you go out of your area. Local recognition of the 
gift is easier to arrange. * ' ; 

Assume' that everyone will want to support your project. 'You must 
communicate the specific need and. provide a variety of levels on ■ 
jwhlch a group/individual can demonstrate support. Perhaps the 
Ruth Circle of a local church could never scrape together enough 
money to buy you an appliance, byt they can donate a little each 
month towards supplies, maybe paper products. 

Once again, it is best not to rely on a* letter requesting donations. 
A mul ti-Jaceted approach — .a combination of telephone, mail, and ^ 
in-person contacts works best. Be careful not to become a pest: 
Beg[^ln by contacting friends, relatives, and acquaintances. Start 
with task force members .providing them^ith a current- needs list. 
Ask them to think of wide possibilities as resources ~ friends of 
friends, fr lends , relatives, e^. 

Explain to all donors how you will use their contribution. At the 
Cr;lsls Center, for Instaace, all donors are told that their donatlpn 
will be used-at-the Center, given tp a resident for her use when 
$he leaves the Center, or sold at a garage^sale with the profits 
going to the Center. - j * 
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M£aik:SlmiS si ]l!i(S)m9(S temd * ^ 

Your aim Is >homey/ but not cluttered. Soon the people will * 
in tfie blank spaces. ' - * ' * 

Jo save time and hurt feelings, put one person or a small committee 
in charge:, of wha,t stays arrd what goes. *•* * . ^ . 

SAMp£s NEEDid LIST 

jiiitttitmttttittitttiiiiii , . . , 4iiiiiiiiiiiiiiiiii|^iiiiiiiiiiiiitttiiti. 

I Beds^ twin-size and^ots or roll-aways. |^ 

. 1 Cribs. large 6 year size and small newborn. Also- | 
^1. r^. the portabl^ kind thatfcanTbe folded* for | 

I ''"■^"^-^.T- ea'sy storage | 

I Couch. sturdy, ^vinyi>jSMj;>1^rpularly gObd ^ | 

I Chairs comfortable liv^g room, type^ preferat>ly | 

I vinyl; folding jchaTrs 1 

I Tables small* ki*tchen table and, large meeting/ - = 

I di.ning table, folding tables, end tables | 

I Cleaning J • 1 

= Equipment. .. .mops, brooms, vacuum cleaner | 

I Gardening * ' t^l 

I Tools lawn mower, clipper, etc. ^| 

I ^ Nice to have. ' | ^ 

I rocking chair , • |^;} 

I sewing machine |. 

i * ping pong or popj table | 

I * •posters, picturel, plants 

I Healthy ' . f 

I Needs. .\hermometer, ^heating. pad^ hot water bottle-^ | 

1 * ice bag | 

"imiinuiiiiUiiiiiiiiiiiiiiiiiiiiMiiiiiiiiiiiiiiiiMiiiiiimiiiiMiMiniMUiMin^ 

sirppuis 

While preparing your needs list, you may .as well add those things, 
you will always need: 

,||IIIIUIIIIiilllHlilliiilliiHMIiiilMiltlliUillMllllUllllMlMimilliiHMMiMlMMMMI^ 

I Food particularly canned goods^.arid package mixes * | 

1 Toi letrles ... shampoo, hand- lotjon, buBble b^th> body pow- | 

1 der, deoderant, combs, brushe^v etc>t i 

I Cosmetics. ... 1 i ps,t I c;k, -powder, etc. 5 

1 Soap hand, beauty, laundry, dishwasher, liquid 1 

' I detergent ' . \ i 

I Paper Items. .cups, plates, paper toweU, wapklns, sanitary |^ 
1 napkins, tampons^, kleenex^ toilet paper, etc. f 

I Cleaning ^ ^ * ' ' *" | 

1 .Products. .. .'.disinfectant, ammonia, bleach, pleanser, etc. | 

^IIUimMMltlMMtlltlllMltllllltUllilHlllMMnitllllllHIIIJUIIltllllltlllH 
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You can acquire^ supplies in much^t'he same way as equipment. Suggest 
t9»g roups'^ tb whoifr;^ou are providing »a program that they hav^ a 
"shower'' /or tKe'shel ter. instead of paying an honorarium or, -.speaker ' 
fee. Provide ;them with a current- needs list, and be prepared fqr 
'a deluge of goodies. The average speaker's fee is between $15*00 
and $25.00, but a "shower'.' can net you over $100.00 worth 'of canned 
goods, paper product?, etc. The^^ wi'11 have had thfe enjoyment of 
preparing for and attending a shower. 




Funding should ajways be vi.eWed in terms o^ restrictions {geogfaphi^c 
or problematic) , type (reimbursement or f^at grant), arW time (length 
of the graat and the amount of staff time'.to administer the'grant). 

You will soon discover that there is '.'gpod"* nioney and "not-so-good** 
money* The *'not-so-good." usually being that which is ver^y restricted, 
perhaps to victims of domestic violence, making police reports w.ithin 
the city limits; that which is paid on a reimbursement basis making" 
cash flow a problem;- aricC that which requires hours of staff time 
filling out forms to verify serv^ce^ No doubt your program will 
ultimately be a combination of funding sources. Many times the choice 
of "good|,^ money wfcjl. hot be aVailable to you. .Obviously, "notv-so- • 
good'lmoney i§ better tjian "ndne-at-al 1''. 

Fundiiig .Is oft^n i uni^que, local situation. These sugges.tidns 

are .offered' on ly^ 5as fjpssibl 1 ities optfons for your exploration * 

in your- community, . * * 

Revenue Sharing.— distributed through townships .,of municipalities 
RelmfiCfrselTient contracts can often be worked, out with neighboring town- 



ship i^^; 

iBB Department of'-Chtfdren and Faml ly yServlces/your-staefe* S .equlva^ 
lent- child welfare department -- funding usually on a contract basis 
for services to an open case.- . . 

. i ' . . ' " , ^ . ' . , . ■ . 

m Ontted Way or Commuglty Chest — combined funding,. eomraunl ty- 
b^sed. 5 • • ' " 

• * ' ' ** . • , ' - ' " 

(Mi Title XX a stated-operated program.- C4^n£ Income, eligibility 
an^ local ^rffatch funds, usual ly required. ; ' 

■■[^Department of Mental Health — shelter morfey often a budgeted 



■■ Federal- ^Grants ~ LEAA/ ACTION, HUD, HEW. ^ ^ ^ ^ 

* , '* ' ^ ^ , ' f ' ' _ 

■i Prtv&te Fojjnda^tfons " predominant Interest UMn^ seed or start- 
up funds* AJso, Interest^ln pap4tal Improvements and/or acqul si tlon. 
•Some re^.ear^h*and operating, funds. . ' * 



■ Individuals --srnce'Vou have your ^lax^xenipt *s tat u^)' a con- 



tribirrt^n"' IS tax' deduct ibi^e, 



A part fcular ftind log: source may be I'tiferested In funding only a ' " * * * 
^-^particular pdrtfon' 6? '^your program. For ihstahce, Uiriied Way or. \ ^ 
Coinmunity Chest may be interested in Vundin«| your crlsTs' inter- , ' 
vention phone line by providing for a staff position and telephone * 
costs**. O^.Jtlie federal leVel, ACTION may be interested i n"* f und i ng 
yoUr volunteer program, » . ^ • ' 

. For mord'^detai led Information &bout fund fng and gratitsmanship, we . 
-reCo*nm^h|l the following: . - . ../^ -'^ . . , >*. , 

* - ' • . ' ^ t ' y . ^^'^ ' • • 1*. 

Flanagan, Joart. "The^ Grass 'Roots of Fundratsing Book;' How, to \ 
, * Rajse Honey In Your -Own Community . Chicago, IL. SwallowV . o ' • 
Press: T977- ' • - • * 

Eojtilct^Kathleen^ The Bucks Start Here. Ann Arbor, fjichlgan. 
^ Dome s 1 1 c • V I o 1 e h c e . P r b j e c t : M 978 . , ^ ; * • . 
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\ ' Cdncern, Inc., formed Tn 1976 by a group of Cpmrtiun I ty- Crisis f 



Center volunteers, is dedicated to the idea, that the^group will pro- 
vide a service ^tg the commun^'lty andv/in return enjoy the financial.^ 
support of the community^ . * ^ c., ' 

Members of Concern, Inc. feel that- the cpnimunl ty*-i s al ready Support itig 
trte Crisis Center through*the provision of township revenue^ sharing . 
funds and the United Way. Thereforfe, members, feeV uncomfortable.. ♦ 
askfng for donations without provl*dlng additional services. 



Concern, Incorporated separately from the Center as a not-for-profit 
organization, has al^o acquired tax-^exempt status. In pgst. 

\three years, ^^thl's group of ten ^to tw^ly^' "Women has rals^ over $20i00ll|(^ 
for the Center in a varlejty of way^. Cbncern has enterea into retail" 
business- as a vjendor selling hot dogs on Elgin's shoppi ng\ mal 1 , sold 
over .6,000 cheeseballs, which^they make ^t hems el \tes at ho^lRday time, ' 
and sponsored two rummage ^ales-each year. (Thii NuiojiJaage ^^^^^ are^ 

, a most efficient and inexpensive way In which*' to\^f%pose .9t^^&:^ess' 
donations.-' ^ ^ • 

Members of Concern are considered volunteers of '4:he Center and attend,, 
volunteer training sessions fpr orientation and sharing. .The\ member- 
ship represents many dfi^ferent sectors. of fhe community from^\he 
young homemaker- f o the ret ired^ executive. / ; 

Funds^ from. Concern are sometimes earmarked for spec iiFlc. projects, 
such 4s the recen€ *totaI renovation of the downstairs ba'throom. \ At 
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other^tii^es tlTey have contributed generpgsly. to^general ^operating 
funds, thereby helping to minimize a* cash flow crisis; * ^ ' 



How' Concern, l^nc. reaches volunteers (taken frorji the Concern, 4nc, 
i&ecrulting brochure): . , « . • 



..^ A MEMBER OF CONCERN INC. 

a fund raisinc organization ^or the Cooununity Crisis 
Cditer» orfanized in Octo^» 1976. Concern !hc. 
sponaon; 

The HOT DOG WAGON in Fountain Square . 
PIaza« a full time operation staged by paid 
employees. LOOK for the blue and orange 
umbrelia... eadiand every time you enjoy a Hot 
Dog and Cokejh'^downtowA Elfin, you will be 
helpint a famfly in Crisis. 

CONCERN INC-aUo has many short term projects. 
In tht few months since our organizadon ])egan we 
have^iponsored: 

a Seminar at &CC. ' . 

/ **Holidayqieesd>anSa]e" 

' "Christmas Cuh Raffle^* 

and a "Spring Rummaie Sale" at 
the Lord's Pvfc Pavillion. 

Many, more exdtint projects are cbming up and you 
can help us with IDEAS. PARTICIPATION IN 
^PROJECTS, and your DEDICATION to keep your 
_ _lCoffl034Uiity Crisis Center a viable organization. - 
There is something for everyone. PLEASE TRYl 
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..^ A VOLUNTEER AT THEVENTER 

If you Will tell us, what you like to do. you can 
probably do it at the Center, orf or (he Center. And. 
you will be helping the commdaty at the same time. 

^ Volunteers ^are divided ISto two, groups: direct' 
and indirect services. Areas .Jh.^^ch they prov(^de 
direct services * to j clients «ar& peer coi 
transportation, child care, recrbiticn and arts ^d 
craft instrucdon. Iiidirect services include painting 
and decorating basic majptenanoe o f the hcfuse. 
*t«rdcning, and office wdtk^ - , ' , " 

«Tbe volunleer program at .the Center, is udique. 
We are flodble, non*judgemental.^and concentrating 
on the needs of people. You Up wekpme to bring 
. your children wfth ^ou any tiihe yoircome to the 
t Center. Jifou are always welcome to drop in . . . you 
dpn^'t. always have t6 work. There jus^ might be a 
baby ytlao needs to ht rock^. a<toddler needina a^ 
story» or a ^oman wanting to share a cup of cof tee 
They could be waiting fpr you! 



.The AindraislBgacdvidcs^f Concern Ine. interest me. 

. I '^ald be interested in enending a Coacem meeting to letm 
' more* 

* * ' and crafts, 

. Of partictdarimerctt to me would be an Informal coffee where I ' - 

coiild diiOtts the acdvities of Cooccm with the women 

iavolved. / 



Ves. t woold like to help at the Center, worldng directly with 
clients. My ipedal Interest (s ' , ' - 
I>ould be able to-belp with _ljransportadon: 1 r^nd 
cire; _peer counseling; . iecfeation| •fM- 



Hke to donate to the Center. They can be tricked up * 
atOoicadon). " ' 



_w&cfaIwoukl 



it(dme)L. 



..Or. I win deliver. 




: Ifm unable to help, at this time.^ However. I would like to 

ronaitt on the maHing Ult in order to tuy In touch with the work 
ofthe(;;eQter. ^ * . , 

l}nfottunatdy. I am unal>le to devote any time to the Center. 
...^ Hoigrever. I would like to help. Endosed find my dooadon in 
the amount of . • 





BXrSXNBSS 
jyfANAGBMBNT 

. ^, ^.^ • ^ 

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^ 

•In the very beginning of our operation, the Center's fiscal^ pro- 
cedures and money management were exceedingly simple. We had only 
one source of funding, only full-time employee to pay directly, 
and^vie had only one program". We simply'.kept a journal' of our 
receTpts and our expenciitures, and check co^Dies ^/eo^e sufficient 
back-up for expenditures. ' ' 

Four years later we have nine^ different program 
categories with si^xteen different funding sources, 
all of which have differing fiscal years and re- 
porting requiFements plus different forms and 
different restrictions regardi ng' the expenditure 
of the monies which have been given lus. 

' !t*has always been the cornmltmerit of the Crisis 
Cente^ to conduct all f inanpjal-matters in a. way that vyill allow 

•for full public disclosure,' provide a. clear audir trail, and estab- 
lish our fiscal accountabi 1 i ty. and responsibility. • . 

The aim of*any business management sy^^em* to keep track o^ all 
of thre money that4comes in, where it ^oes; and .for wha*t purpose it 
is expended*. 

"Rather than totally re-invent ^the wheel; we wool d .refer, you to the 
following excellent basic J*start .alt steps^cfneV boQkr-'Which.wi,ri l^ad 
you step-by-step into the basics of accounting for jotir money: • 

Bookkeeping for Low-lngomg- Citizen Groups prepared by^e 
National Council of Welfare, October, 1973, National Cotmtijl 
of Welfare, Brooke Claxton Building, Ottawa KIA 0K9. \ 

You Don't Know Wha.t You Got. Until You 'Lose^lt , an introduction 
•. to accounting, budgeting, and tax^plamtlng for 'smal 1 , non- 

profit organizations and communjjijugrdups, Thomas F. Miller, 

G.R. Orser, The Support Center, l6th .Strje^t, NVWTT 

Suite 201, Washington, D.C. 20036, Second Edition, 1976- 

' r . > . 

.^^are some tips^ that we hope can make the .whole process easier, 
^.'fwever. Remember, \he .longer you are in business, the more it wi,ll 
^seem like you. are **playing three dimensional checkers with a touch 
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of Russian roulette'' while you try to keep track of the whole funding 
business, . * ' ' ^ ^ 

Whence begin and end your fiscal year Is an Important consideration.. 
You will probably never have ali of your fund Ifig- sources operating 
on the same fiscal year. It was our choice to have our fiscal year 
the same as our bas.tc funding source - township. This combination 
jfiJl"®'*®"^ '^'^"^ y®^'*^ ^^^^ budgeting and forecasting more 
difftcult. Any^ contract which you slgn that does, not coincide with 
your flsQa^ year oius;t be pro-rated to tbg amount of time tiiat Is 
witbin your fiscal year for thatliyear's budget. 

We have Included among- the forms at the end of the chapter, a list 
of projected Income for our FySO which will indicate wh^t we mean. 
Becaus^e we are in the same time frame as the townships, our contract4' 
are total^. .All other sources have different fiscal years and there- - 
fore show the end of one contract year and the beginning of a second 
one during our fiscal year. It Is also importaiu in making a budget 
to. indicate what type of contract you are signing. A contract for 
purchase of service, means that If you deliver no service you reteive 
none of that money. A restr.icted contract means that every penny 
of that contract Is committed to specific jgxpense Items. 

This leads to the ever-occurr Ing^problem called 
"cash flow". The amount of nooney available to you 
often has no ''relationship to- the amount of service 
whlch»you have del I vered. m- J:be pile of bills which 
Is sitting on the bookkeeper's j^esk. _ - 

_ It Is ImpprtajTt to find a part-tlmfe bookkeeper with 
eyperlerice. It^ls also very heTpfuf tb find a knowledgeable 
treasurer of .the board whorls willing to work with you and share 
expertise. 




One last word before we describe the rudiments of "keeping track" 
of "the money. Be sure all^ money decisions are made. by the Board 
of Directors and are written In their minute book. Committee meeting 
minutes?should also te there. When ^?hsaudltor asks you one year 
-after the fact who approved what percentage raise and for whom, and 
, It does not appear In the minutes,. U Is,^ questionable item on the 
audi,tr • 



- ft. 



Also, FederaPand State funding requires that you keep ALL records 
three years whether you are in -existence or not. 

' - ■ . . ■ --u 

•^.We have furiCtloned on both a cash basis and an accrual basis. This 
fiscal^ year was the time, of changeover to accrual accounting since 
It' is. required by most stater agencies. It does proWde a truer . 
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picture ol^the agency's financi-al picture at any given ti 



me^ 
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All bills and requests for payment are given to the. 
bookkeeper!. "She then fills out the request for pay- * -/ 
ment form and notes what category, of expenditure Is 
involved* The list of account numbers we use was sug- 
gested by our auditing firm* 

Monthly the Request for Payment sheets for, the preceding 
month's billings are given to the ExecutTve Director ' 
for signat^ure of approval • These are then %o-signed by ^ 
one of three Board members (president, vice president 
or secy"etary) • 

The bookkeeper makes out aV]» checks ^ased on the approved 
Request for Payment form. The checks are double- 
signature checks and may be signed by any .combination 
of bookkeeper, President, Vice President, and Treasurer. 
The Executive Director does not have signature approval 
for writing checks. ^ • 

The Executive Di rector lists all checks that come in. 

The bookkeeper also receives and receipts al] monies 
received by , the. Center,, prepares all bank deposits, and 
'maintains the accounts receTvable file. 



n» ft I Payroll is handled by the boc^kkeeper* Ti 
= filled out by all salaried personnel. Th 

0 



me sheets are 
by all salaried personnel. The payroll, is * 
made out oji the basis of- the time sheets in aciqdrdance 
with the personnel poiici|Ss and salary schedule. ^Time 
sheets are signed by the Executive Director ox Assistant 
Director. The bookkeeper makes al] PICA' and tax deposits 
related to payroll, pays and keeps records of ^11 heafth 
insurance and claims, and maintains personnefl record's. 

Quarterly and monthly statement's -of expenses are prepared 
foi^ records and Board of ^•Di rectops by the bookkeeper. 
, She also prepares the end-of-y^r statements and works 
, with the Auditing firm in preparation for the yearly 
audit. " - 



Petty cash, food, and postage accduntsj^are kept In the 
sale on a cash reimbursement basis.-' Pfetty cas,h account' 
is $50.00 per month; postage* account -is $35*00 per month; 
fodd account is $^00.00. At any given t.ime the receipts 
and cash available must add up to those amounts, and the"" 
account is reimbursed monthly. ' 



^ .31. ^ 



Budgets, funding requests and financial statements to' 
, agencies aad funding .sourdes are jointly prepared by . ^ 
*the boqKkeeper and .the,-Execu|i ve Director. 

Travel expenses are pai4 at 15^ per^mile plus documented 
expanses as authorized on the basis of thQ mif^age form. 

Billings are prepared 6y the Executive Director using 
I the Client. Service Log/ Statistics for the monthl-y 
/ I ^ service re^9ord' are prepared by the Case* Managers at 

I the er>d of the month and reported on forms wh*rt:h allow 
-fo'^tfunding an^ geographic def ini ti.ons> ' * ' ^ 

Sample forms appear on the. following pages* " ^ 
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SAMPLE FORM: ^PROJECTED INCOME 

. - 'C0mmun''ity crisis center, INCi 

Budget Projection of Income FY80 
• ^- April 1, 1979 'to March 30, 1980 



TYPE SOURCE - 

* V • TOWNSHIPS 

•A Elgin , * 

' B Hanover 

B Dundee 

A Geneva 

A St." Charles 

A . Calumet 

B Other 

UNITED WAY 
C Suburban through 6/30 
i- through 3/80 

C Elgin through 11/79 
, through 3/80 

sVate * 

B Title "XX through 6/79 
through 3/30 . 
through 3/80. 
through 6/79 
through 3/80 



APPROVED projected" 



B 



fDCFS 



^ ' FEDEIIAL , ■• 

0- ACtTon ■ through 10/70 
through 1986 
D LEAA Victim Assistance 
. ■■'1^ through 12/79 
jthrough^3/80 
I> LEAA C r I s I s Ad voca cy 

through 12/79 
through 3/80 

D- ' HUD . 



OTHER. 

Speaker fe?s 
Contributions 



40,000 



1 ,000 
1,000 
300 



1,000 
6,i»i»0 
7,550 
3,099 



12,132 
•38,700 

2,000 



14^-583 
27,863 



1,500 
f 



4^ 



TOTALS 



2,000 
2,0"00 



1 ,000 



200 



$157, f 17 

$210,117 



9,000 

800 
25,000 



1 ,000 
5,000 



PROPOSED 



45,^91* ' 
(Because of 
1/A match 
rqmnt, max 
that can be 
captured is 

$34,118) 

72,017 



$53,000 $117,508 



A - Contract,' Velmbursment for expenses 

B - Pur'chase*of Service ^ " ' 

C - Contract . - 

D -Restricted contract, reimbursement for expenses 



SAMPLE FORM: BUDGET EXPENSE PROJECTION 



COMMUNITY CRfSIS CENTER, INC. 
Budget Expense Projection FY80 
April t, 1*979 to Marth 30, 1980 



PERSONNEL 

Salaries (Includes ^X^^pay raise at 

anniversary dateX 
Fringe Benefits (est. @ 10?) 



PROGRAM EXPENSES 



$136,081 , 
13,600' 



$1^9,681 



Food , , 

Interest expense 
Telephone 
Utilities 
Insurance ' ^ • 
Repairs and fMalntenahce 
Advertising 

Real Estate Taxes ' - 
Office Suppi les 
Printing/copying 
Prog rant Materials 
Travel 
Scavenger 
Postage 

Specif I c* Assistance to-CHen'ts 
P rbf es s f ona X -Fees 
• MLscel laneous 
Mojtgage 
House ftepairs 



TOTAL 




3,600 
2,000 * 
5,000 
4,000 
1,000 
1 ,000 
500 
700 
1,500 
2,k00 
1,200 
3,000 
. ^»00 
800 
150 
5,000 
' -500 - 
5,000 
25,000 



^1 



62,750 
212,-i»31 



•4 , 



' 31, ^2 



SAMPLE- FOFlM": CHART OF ACCOOSTS 



COMMUNITY CRISIS. CENTER, INC. 
Chart of Accounts 



ASSETS 



101 
102 
103 
105 



General Cash Account 
Payroll Ca&h» Account 
Savings Account 
Petty Cash- 

Accounts Receivable^ 
Refunds Receivable 

120 - Prepaid Insurance ■ 



no - 

1,11 - 



150 - Land and Building 

151 • Furniture and Equipment 

' HABILITIES 

201' • PICA • ' ' ' • 

202 - Withholding tax, Fed, 

203-- Withholding tax, atate 

210 - Real Estate Tax Accrued X,: 

220 - 'Deferred Revenue * 

230 - Accounts Payable 

240 Loans/Mortgage Contract 

241 - Loans/Other 

NET WORTH 

^ ~' ' ■ ii. - 

kO\ - Unrestricted 

402 - Donated Property 

403 - Investment. Iri Land/Bldg/ 

Equipment 

INCOME ' 



501 - Elgin Towr^shlp 

502 - Geneva Township 

503 - St. Charles Township 

504 - Dyndee Town'shlp 

505 - Hanover Township 

506 - Other Township 

510 -! United Way - Suburban 

511 - United Way - Elgin 

515 - Dept. of thlld/Famlly Svces^ 

516 - CETA * • 

517 - Title XX 

518 - LEAA Victims Assistance 

519 - LEAA Crisis Advocat-es* 



520 - ACTION - Support . 

521 - ACTION - Volunteers 

530 - Contributions, ' \ 
.540 - Speaker Fees' 
550 - Interest Income 
560 - Miscellaneous 



\ 



EXPENSES 

601 - Gross Salary ^ y 
602.- Employer Share - FICA^ 
603 - Health Insurance 



610 - Interest Expense 

621 - Postage 

622 - Telephone/Ofc, & Emerg. Svc 

623 - Telephone/Pay phone 
.626. -J)fflce Supplies 

627 - Printing & Copy . 

628 - Program Materials'^ 

632 - Specific Asst. to C-lients 

633.- Legal Fees - Clients 

634 - Medical Fees - Clients 

635 - Child Cai;e Costs^ 

640 - Travel & Conference 

650 - Advertising S Publicity 

651 - Corporate Fees & Taxes 

652 - Consultant Fees/^ 

655 - Assessments & Dues 

670 - Electricity 

671 - Water 

672 - Gas 

673 " Sicavenger 

674 - Insurance* 

677- Repafr & Mntnce/Bul Idlng 

678 - Repair & Mntnce/Equlpment/ 

679 - Equipment ^Ipiental 

682 - Food • * " 

690 - Miscellaneous * 



SAMPL^nFORM': PROGRAM - Fi^NDING BREAKDOWN 



COMMUNITY-\CRISl'§^ CENTER,' INC, 



Progt^m - Furtding Breakdown FY80 



SOURCE 



. Category «^ 



to 



O' 





> 






X 






Z 








o 


TL 


AA 


AA 


H 




Ul 


Ul 


o 


H 


— ^ 


-4 


< 



Administration 
S General ; i 



' X 



Shelter 


X 




x'\ X 


X . 


Information S 








Referral/ Emer- ^ 




. X 


X 




gency. Svces. 










Tvechnical 








• CX 


Assi stance 








Advocacy^ 


X 


f 




X 


Voliiriteecs 


X 




X 


\ X X X 












Counsel i>ng 


X 


X 


X , X 


\ X 


Support 


X 




X X . 




Groups 


X 


X 


■ X X 





community crisis center, inc. 
rSuest for check 



DATE 
NAME 



ADDRESS 



AMOUNT 



ACCOUNT NUMBER 

? 

EXPLANATION: . 



PAID BY CHECK NUMBER 
AMOUNT 



DATE MAILED 



A. 



REQUESTED BY. ^ 

APPROVED BY 



BOOKKEEPINtf: Account/Fund 
Line Item 



SAMPLE FORM: TIME SHEET 



I. 



NAME 



COMMUNITY CRISIS CENTER, INC. 
TIME Stf^ET" 

» POSITION • 



Payrgll Period ending 



DATE 


FROM 


TO 


TOTAL HOURS 














1 








• 




- 




• 












- 












1 








" V -/ ■ 










/ 






y 






■ \ 


, K 





































APPROVED- BY 
PAlp BY 



CHECK NUMBER 

• ) ■ 



DATE 



Hrs. Required 

Hrs. Worked ^ 

Sick Leave 

Vacation 
Leave 

Personal Day 

^ Hoi I day ' 

Cpmp T Itne 

Comp Time 
Used 

TOTAL 




jERJC 



38 



46 



• -• . SAMPLE FORM; : MILEAGE- -FORM 



f - 



COMMUNITY CRISIS CENTER, INC, 
' ^'M.I L^AGE" FORM 



NAME 



FOR THE JdONTH OF 



DATE 


ODOMETER: 
BEGINNING ENDING 


PURPOSE ok DESTINATION'' 


TOTAL 
MltES 


COST 


• 










• 






^ 




• 






* • 














< 










t 




■ ■ 








% 








« 














) 














• 




—f— 






















































« 

0 


■J 


TOTAL 







The above ml leage was dr^verr In my. 
persona J car. c 



Signature 



^ APPROVED 



PAID 



DATE 



&ERIC 



■39 



47 



SAMPLE- FORM! 



REIMBURSEMENT REQUEST ' 



I. 



„CQM.MUNJTY CRISIS. CENTER, INC. 
REJMBURSEMENT REatlEST 



DATE 
TO 



XT- 



. FOR SERVICE PR0V.1DED FOR: 



CASE 
NUMBER 


NUMBER OF 
PERSONS 


NUMBER**- • 
OF DAYS 


\ 

-RATE 


.TOTAL 

\ 










1 








• 


■< % 










f 




\ 


















> 




^ 
















\ 











Mary C. Berg i • \ - 

Executlvie Director ' , > 

Gommunftiy Crisis pehter * ' * 
60b Margaret Place 

Elgin, I Minors ^120 >12/697-2380 
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■3. 

Th^ shelter movement is at times InsglVed by^— and at times ^ 
clouded by — rathef- complex philosophical i^ues. As a part 
of the movement, you will be confronted by widely divergent. « 
points of 'view almost daily- It T5^portantr therefore, fp-r . 
your group,' board ancl^L0ff to spend some time talking philoso- ^ 
phicaliy, to develop a^orporate point of view* ^ — a solid ' ' 
foundation on which* to Bliild future policies, servio^, and 
pl^ocedures. , ^ * ^ ' . ' 

At the base-bf %ie Community Crisis Center pVogram are three 
simply phi losoprficaj 'statements: 

Each perlbn is entitled to a safe environfnent * , 

fr^e from violence arid fear of violence. , 4 

• r.- Each person is capable of change and accepting 
responsibility fo,r, change In'tier^own life. 

Each person has unique needs. and is capable of 

* making a;unique contribution. ' ^ 

Simple statements, but when combined with a working definition of' 
domestic violence, they fprm a yardstick by which to measure the ^ 
Information -related to ^future decisions". It is easy to lo3e ^ • 
.sljht of* thi^ baslc^Uosophyeas ^in the early d|ys of the Community 
\crt&ls C(&rit^.r wheft^ttie staff over^l coked -the resi'dents' needs and 
^^IjUlttfes tc^^n'trtbCite jby having valurtteers responsible for all 
^'houseke^pin^anjd='ma"1nterianc^^^ chapter on , House keeping ) . Such 
'an ov0r^lg%6M;and^id'restilt4n'a-, Iq^ and energy* It 

l*^- important t^ • aWf v^^a t- f |ie\p^ base as soon as possi- 




The »»worklng definition'* of dome^rilc^^lof^hpe: adopte^ftby your^ 
shelter wi 11. have 'importdnt-^^t: on .yb^r program. The 
working definition differs fforR'the d£<ft|pn;^y one in that it" 
lodks to the causes of domestic violence jpd'focuses your services^ 
on tholfe. causes*; * * * • > ' 



^!?^ar^L^'"^^'^i"'"°'' '° P'""'""" ^"^"9 established shelter 

programs. The f , rst. considers.domestic violence to be the direct 
result of the institutionalized subservience of womVn The second 

^J'ocuses on domestic' viol ence as a . 
relatjonjhip problem. fR"i'sSJs not to 
say, that a shelter coul do or i^U'ld . ^. 
fiinction 4cting on only one of these ■ 
def ini-tions. Shelters would probably 
acknowledge the truth of both defi- 
nitions as caq,sal factors, but the •'^ 
-choice is one of focus and program 
emphasis. 

The program which focuses -on domestic^ 
, yiqlence as the d i r|ct*resul t of the 

institutional ized" subservience of 
women will u^ a larger portion of staff 
time and 6nergy\o worl< for institutional" 
and attitudinal change. They will often 
be- working on a state or federal level for 
nr:,™ w w u ' ^g i s la t i V* change . On the other hand, the pro- 
gram which chooses to focus on domestic violence as a relationship 
prob em-w, 1 emphasize service to the individual/family on a more 
s?on oi'^h y ^ 'Choice i, not.made with the total exclu- 

t on It Successful programs reflect a combina- 

tion the decision being one of focus and emphasis. 




\ 



Develop a working definition - an emphasis a direction for* 

^TVrll ^^"^'""r ha<e to be made at some point- 

ij. terms of. time and energy for the indiyidual or the cause; , 
^fn"!^ befor^the fact and develop a measuring tool to 

aid the deTci s lon-maki ng process. 



. , ""-v. 



f 



There are many specific philosophical issues surfacing daily 
as more people become involved in the large, issue of domestic 
violence. The fol owing repWnts some of the main fssues and 
the Community Crisis Center response. 

The Community Crisis Center response is not 'set down here as 
luL Z .'^ " °"'y 3 Pr-ogram and perspective 

th&t has worked m Elgin, Illinois. Know what wi 1 1 work in 

JseVnh?lnc"°h-'''? °^ y^"-* g'-o^P.-^emters, develop and 

use a phi iosophical statement. ' 
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.ittiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiniiiiiiiiiiiiiiiiiii^ 



The Communi^ Crisjs Center has chosen to focus on | 

domestic violente as a problem within a relation- 1 . 
ship hav'ing traditional , cultural commuoity sane- " | 

tion s> -Service to , the individual /f ami ly has always | 

been a priority due to- their strong community 1 

support. The majority of .staff time is spent in i 

providing for direct cl lent/ resident services. |^ 

Networking Involving all^pmmunity servi-cef^as i 

become increas ing ly important, and that, in combi- | 

I nation with community education, coinsumes the | 

1 balance of staff time. 'As the Community Crisis g 

1 Center has grown in terras of staff, knowledge, and | 

/| inf luence locally\ it has rsyj^onded to state and | 
I national pressure to-become involved. Participa- ' f 

I tion on those levels remains secondary to direct i ^ 

i. client services and community education. g 



ilUtlllllllllllliniMIIMlllMMMIlltlMIIIIMHttlltlltlttlttllillillltllltlllttiil^ 



SBCRBCY • • • SECURITY 



^Shelter programs have, for many"" years, 'Been developed under- the 
assumption that, absolute secrecy in terms of- the location was 
essential to providing a safe environment. Secrecy has come -to 
mean the same as security and often security goes on to require 
extensive security systems. - 



Many new shelters, however, are opting for a visible location/ 
program. Some even feel that there is ultimately more security^ 
in'visibil i ty. The Commurfity Crisis Center holds that point of 
view after four and one-half years of services* The reasons 
incjude: ' y' - ^ 

An abusive male is usually violerit only on^ his Qwn^terri- 
tory and rarely violent to-«^trangers or in strange territory. 
Domestic violence is private crime taking place between, two 
people wh0'~know one another — no spenctat'ors. Domestic vio- 
lence thrives-in Isolation^ At a shcrlter, ^particularly a visible 
shelter, the^woman is no longer isolated. ' 

* 

The shelter staff quickly^ become role mojtels for residents. 
What is thiff"~stcKff -real ly saying to a resident by seeking fd 
isolate her furrher'and **buyijng in^' to her hysjteria. She is 
being told, once again, that she is helpless, worthless, and 
• that the r$y stem does not work for a helpless, worthless person. 



;P Secrecy often provokes-langerS openness can cliff use anger, 
he man who has been look^lng for his wife for three da/s. - pounding 
H on the doors>of relatives, the police, and social' service agencies 
IS likely td be very frustrated 'and yery-^ngry when he finally 
finds her. The man who Is-fne^ at- the door with concern and uhder- 
vstanding, though within strict limits. Is likely to respond posl-' 
• t\vely to that attitude.; _ • 

■ \ • ■ 0. ' * ■ ' V 

Befbre anyone .thinks the Comriiunlty CUsls Ceriter Is belng'*"Pol ly- 
, annibh", it must be said that th/y ar.e open but hot • ignorant; 

concferned but not careless. .For Instance,- there Is no slgn'other 
than a street numl/er outside the facility, ^d the address Is not 
careltessJx publicized. ^ Moreover, the police are aware of and 
respohd quickly to the special needs and secu/lty pfoblems of the 
Centef^. Because of Its location, most people, find the phone 
numberi_bef-Oi:e:the address and usually fl,nd It necessary to call" 
. for directions.' In four and one-half years there have beep three ' 
potentially dangerous Incidents with vloLeot^n.' In all cases,- / 
a phoHe call from the man himself provided smie\ warning, police' f 
responded quickly once advised of the potential U«nger; and the \ 
angetV^nce .confronted was dlffusedr The' woman In one Instance 
chos^ito go home with her husband. In the other two cases, the 
wom^ chose not to see or talk, to the men Involved. The shelter 
was able to provide a safe environment allowing for the power and 
the choice. to Hsff that-of the woman. " ' 

Women, potential residents, usually call, .first to arrange' sheUer. 
At that time they ar.e advised not to" tell anyone where they will 
be staying-. Instead, the^ are told to reassure relatives and 
friends th'at they will be In touch. 

■■ Consider that a secret 'sheltfer does not Invo'lve the^^commun^l ty 
to the^extent of a more visible facility. Members of the commuftfty 
are-€«Jnstantly dropping In. as volunteers, donors, or just curious 
taxpayers. Resldents^are.not Isolated. They are treated, not 
as,,battered women, but>s, whole persons capable of Interaction, - 
accepting respons Ibl J I tK rnd making decisions. The-vlctlni Is 
not hidden; nelther*l5 the crime. • , • 

- When a 'shelter location Is not kept secret, the chance of a woman 
seeing or being seen by a frlend-or relative, Is greater. Each * 
woman Is told that her privacy" Is ttj a 1 a rg6 extent In her own 
hands. She Is free tojemove herself fron/any .Interaction she 
finds unnecessary or uncomfortable. .She^ay make or refrain from 
making explanations j(o volunteers,' friends, etc. Visitors, volun- 

^ teers, and-^Workers arfe s Iml lar^ly^admonisfied about confidentiality. 



\ 
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A personal note from Gretahen\ . . ^ 

"I must add, at this pointy one o^ my most memo-- 
Table and significant* experiences 'at the Community 
Crisis Center. Joanne^ a new resident of perhaps 
three or four daysj found out that her husband hhw 
where she ms and was on his way to find her and tizke^ 
her home. (In fact^ Joaxme :told his mother where she* . 
was ^-though we -had Bu^gest&d that she tell no one.) 
* yAs i walked into the kitchen ^for" a cup of coffee^ Joanne 
^ warned in a shriek^ ^Gretchen^. yQu[d better go home. 
My husband is coming and he's very dangerous. ' I was 
I immediately touched by her concern for my welt-^being^ 
but also shocked as I- always am^ at^the depth of her 
" fiar. Somet^Togy perhaps a stubborn^ streaky made me 
say to her^ 'I don't even know^'your husband. ,1 know 
he has d^jjised you j but he. has never been abusive to 
me. SOj I wi^i^yiot be afraid of someone I*don't evenr- 
, know. I cope with more realistic fears everyday and 
now that you are her^y so do you. If we acted on even 
the most i*ealisticJ we ^wouldn't even cross the street 
in hearing traffHT^r. take a bath in our home. ' ^oon^ 
though still shaking with fedr^ Joanne jwas no ' longer 
hysterical* We were" able to discuss her options ~ 
her power. '•'^ and make plans for his visit. The childr^ 
were put upstairs in the playroom with a volunteer^ ^ 
Joanne went to her upstairs bedroom^ and two staff ' 
members answered the door. 'We bet. you're worried^ 
about yoitr .wife and kids. Joanne and the Children are ^ 
fine J but she doesn't rj>isi/^tp speak with you. .We would^ 
be happy to talk with you., ^Poul^ you- like a cup of 
coffee?' Limits were clear^ boundaries drawn^ concern 
expressed^ potior distributei^ and to this day^ tlibugh 
he .and Joanne remain separated^he- thinks of the Com-- 
munity Crisis Center-as a-plac^^Jjat helped him!" 



The previous discussion naturally combind^ v/fth a^dlscussion of 
men and thetr relationship to your shelter factJi^V prografn. It 
Is obvious that the fcpmmunity Crisis Center does not* ban men in 
any way. In fact, all services with the exception of shelter are 
extended, tojnen. Of course, there are at least two sides to the 
'Issue and some of your considerations Shoulcl be: 
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By denyfng njen vlgUatfon or access to thefr chfldren 
are .you denyfng thefr legal custodfal rights and recog- 
nfzfng only the custodfal ^rights of the. mother? What 
Is your legal position?*' 

Is it preferable* for- the wom'an tto^be able to deal smithy 
her husband, at least mfnimaHy, while papers are gi?rved, 
injunctions attempted, etc-? While she Is stayfng at 
the shelter? The alternative is to have to deal with . 
*him at some pofnt after leaving the Center. To not **deal 
with hfm at all Is usually not an option, * * 

t 

Are you worlcfng effectively against domestic violence 
if^you do not involve, even minimally, the men? The 
eofnmuni^ty Crisis Center, fcyl^ instance, Is currently 
working wr^th the second battered' wife of one batterer ~ 
they worked with a girlfriend in between the'^wlves. ^ 
cit is too expensive and dangerous to not have talked 
with him ^nr^the* chance that he would recognize that HE 
has the 'problem, 




Of course, when working with the men durTrtg crisis intervention 
' counsel I ng**or within a group, it must be made clear that the • 

Center is not Irrany way advocating reconcil- 

lation. Whatever help the man Is seeking 

must be sought for his own benefit and not^ 

witKNthe sole hope of "getting his wife 

*batk**/^^The ccfunselor/group leader must be 

careful to clarify the shelter's position 

but It' is unrealistic to expect that the 
^oien will_giVe^p afl hope of reconci 1 laflom 
• . • •. 

ByeKcluding men, will you be denying your ^ 

residents, ^chi Idreri particularly^ the opportunity to, know/s?e • 

non-violent^ males? Male voliinteeris, even staff members, could 

serveas valuable, non-violent, role mpdels. Ah experience at 

the Center Illustrates this: '"^^.^ 

While. at the Community Crisis Center, VIcki demonstrated^ an 
.obvious fear of men with beards "br mustaches.' Her dad was so' 
proud of hi si In fact her shrieking and hiding so bothered our 
summec maintenance majir that he eventually shaved off his beard, 
A conference betweeff the Center.staff and l/icki*s mom resulted 
In a plan, for Wednesday evenings to become Vickies **dinner with 
Uncle Wayn^! jrflght. Uncle Wa/ije had been a volunteer at the 
Center for/several irtonths. .He is a quiet, gentle man .W/ith an 
; impressive. beard • In his low-key but persistent way Wayne arrived 
.Wednesday after Wednesday; ate dinner, read stories, sang songs. ' 
Soon ^Vlcki was tell ing everyone sabout "her" Uncle Wayne. One day 



a staff person asked how she l*iked Uncle Wayne's bearcf.l Vicki 
quickly* repi iecj, "My Urjcle Wayne doesn't have a beard/' \She 
saw It but It didn't matter " a small effort for volunteer and 
staff; a big, important step for Vicki ♦ . 

OEAdS BOOTH - WOIOBH TO WOMllT ys 
tionSSZOHAL - MIVTAL KXALTK MODI 



It -Is not possible to make^a clear cut division between what 
appears to be these two easily separated issues. ^This is because 
most successful shelter programs represent a combination of the 
two. Again, the choice is one of focus and emphasis, ftost shel- 
. ters have begun as the insult of grass roots^ef forts but because 
of funding requirements eventually find it necessary to become 
more ^'professional". 

The Community Crisis Center has grown in just that way, beginnin 
as a totally grasf^roots, organization afd stopping just short of 
mental health funds and p/ogramming* The Center feels 'it neces- 
sary -in its community to avoid association with the mental health 
community, though, such arjfrassoclation can work i.n bjther areas. 
However^ professional client and administrative services h^ve 
always been a primary goaK Providing service on a professional 
tiasis is, often' ultimately the only 'way ^to survive. * Funding seems 
tO' flow. more 'easi ly to structured programs- and standardized pro- 
' ceduresl WlthioUt -debating the "righthess-" of tWa't situation, it 
/ t-S/^a>.recQgnlzed'i^T Because, the -Center believes women are 
entitled' to the b^est services pdsSJble and because those services 
cost money, a^*pr6fesslonal perspective has been adopted'. The^ 
Board, the volunteer, the program, and the commun4 ty interaction 
still reflect grass roots participation. , * ' 



h^y 



"You win meet otrtfer Issues. Th<iy will 
ones that would be easier to.overlopk> 
-ev^entually be^^forced to deal with them 



be complicated and emotional 
But, know that you will 



8BRVICBS 



I Information and Referral 

I Crisis Intervention and Counseling 

I Case^tanagement 

I - Advocacy ^ 

I Swpport . ^ 

I Community Education ^ 



Although the ultimate service a shelter provides i'S. the option 
of leaving a crisis situation and finding a safe environment, the 
shelter facility is the logical extension of infornfetion and ^re- 
ferral, crisis intervent.ion, and advocacy services. It is also * 
the most appropriate location for those services and for support 
services, case management,- and" community education. This isi be- 
cause of the shelter's twenty-fbor hour availability and first- - 
hand knowledge of the problem. of violent fanfilies. 

The services a shelter provides are determined by the needs of 
the client atid service gaps within thfe community, the needs ^f^ 
the client are phy^ixal (food, clothing, etc.), economic (job,i 
welfare, child care, housing, etc.), and emotional (support, I 
counseling, therapy, etc.). Each service .present in the community^ 
which may meet one or more of the client's needs must be evaluated 
in terms, of availability: looatibn, hours, staff; and adequacy:- 
staf-f , knowledge, and goals. A service Cannot, however, be adequate 
if it is not available when most needed. Often it is this lack 
of availability that makt^s it necessary for a shelter to providie/ 
a particular servi.ce.., Fpr instance, ,the community may provide v. 
adequate ^.clothing center available at low cost from nine to five 
Monday thfough Friday. GoodI But not adequate in terms of your ^ 
Vesidents who^ome in on Friday ^t J 1:00 p.m. and have no iponey. \ 
What ,wil 1 they do until Monday at 9:pO a.rp-? then what wrlV they 
do Monday, having no moneyt the shelter need^ to provide emergency 
clothing for such a situation. 



nivomxATxov and &arzBRAL 




Current/ accurate, and complete Infor- 
mation — quick, sympathetic, and 
thorough communication of that in^o^" 
mation those are Dhe elements of 
a successful Information and Referral 
service. Information and Referall 
will be necessary for you in person 
as well as in your telephone contacts. 

/Obviously, such a service requires trained staff, a 
private setting, and a super collecting and filing 
system for easy access to the information. The Community Crisis 
Center operates the crisis intervention and emergency services 
Une for most of Northern Illinois. The following is a lijt of 
problem areas representing the most often requested Infor/flation 
and Referral : . ' 



^ chl Id abuse 

chl Id care 
^ divorce 

, drug/ahchol treatment 
''Co||S.umcr problems^ 

fgml ly problems 

financial counsel ing 

woman abuse 



interagency conflict^ 
legal problems 
problem pregnancy 
psychiatric problems 
rape 

' sui cide /f 
transportation 



Being prepared with sufflcie'rvt Information is th^ most difficult 
part of ^ Information and Referral, followed closely by the necessary 

^2j*-hour staffing. It Is important to capture and record all possi- 
ble sources of help available in your area. Begin by translating 
your original needs assessment contacts Jnto a rolode)^: carcj file 
of agency- telephone numbers and services. The cards^ as the files ~ 
Increase must be cross- l^ndexed by service and/or location. Also' 

Jt^^fs helpful for hew Information and Referral' staff if the rolo- 
dex Is backed up with a, complete description t>f the agency policy 
V' -and seryfce. These desctlptipns may 8e best filed in a loose- 
*^ leaf notebook and again cross-indexed. 

- A]] staff members and volunteers are* required to seek out and re- 
^ cord all possible **help.lhg agencies" and resource people. Updating 
- the Information and Referral fiTes is also a shared responsibi I ity. 
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with perhaps one person appolnted^o check for outdated or incom- 
plete inTormatton every ^two to thn^e mbnths. 

' ^ ^ \ 
You may.want to consider, since you wll| ,need tq 

acquire a vast amount of data, extending^ your tele- 

- phone Inforjnation and Referral service to the 
entire community and to crises other than do- 
mestic violence. In fact, such a service is 
usual ly easy to '*sell" and pfoves an excel leat 
use of staff time and ,traini ng. By fielding 
a widetv^ variety of caUs, yOuwill have the 
opportunity to establish a rapport with an 
abuse victim, be. less likely to ^Mose'* that 

..woman who cannot yet admit she is a victim^ and 
become^ familiar with the multi-problem sVtuatJon of 
many violent families. In short, a crisis line, established 
for the purpose of Information and Referral and able to handle more 
than the call from the declared victim of domestic violencfe, will 
ultimately provide bettej service to all victims. For instance, 
a typical call is one in which a woman asks for. a legal referral • 
Careful questioning by the case manager/counselor leads to a dis- 
cussion of ^divorce, legal fees, etc. An attitude df interest and 
concern on the^^part of the case manager enables the woman to dis- 
cuss the divorce, her feelings and whether or not violence is 
Involved. Many times, the woman 1s relieved to have the Issue of 
violence 'raised, an<i she may be able to admit foi* the firs£.time" 
that she is a victim of . abuse. What be^n and could have ended 
as a simple legal . referraj Helped a woman to define vher situation, . 
begin to explore options, and become aware of available services. 

'Telephone Information and Referral differsofrom a '*rap'* line. 
The caller is not allowed to '*rap" indefinitely but rather the 
goal is toward a plan of action. Telephone Information and 
Referral 1^ really the beginning, of most crisis intervention ' 
counsel ing. * . ' ' 



CRISIS IHTBRVBNTION GOUNSBLINO 

Counseling is a necessary service because it enables .the shelter 
staff to deal not only, with the material needs., but aJso the 
emotional needs of the^womanl Crisis Intervention Counseling is 
the service through which a woman can explore her feelings as well 
as her options and learn to acknowledge and express those feelings. . 

It .Is important to remember that the person in crisis may exhibit 
extreme behavior that could lead you to believe that she is mental ly-_ 
111 orat the least hysterical. A trained crisis intervention 
counselor will ^knpw how. to deal with such behavior. Therefore, 
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a counseling capability provided by a highly trained staff on a 
twenty'tour basis, is an Important,-- often critical service. 

\^ <■ 

Crisis 'intervention is NOT therapy. Crisis interverkion counseling 
Is short-term, and needs to be more di recti ve .than tnerapy because 
af the 1 imi ted^time involved* Counseling is essential and therapy 
is often indicated. Therefore, it is necessary to have therapists 
vallable for consultation and/or referral. 

GASB MANAOBMBNT 

Case management is the service which helps the client devise a 
"game plan" -7 th«; plan by which the cl ienf^wi 1 1 proceed .with the 
help of all the services of -the shelter facjli'ty. Case management 
is a pulling together of needs and matching* them to resources. 
Because of the. live-In situation, the shelter facility Is often 
in the unique position of -teeing for' the first time the -total 
family situation. It js an important* service -- seeing what rtas 
been done and what remains to be done for/with a particular family. 
Within the "game plan" the shelter then assumes responsibility for 
Interagency communication and coordination. ^ 

ADVOCACT^ 

If case management is the game'^plsn,. advocacy is 
the implementation that^^plan. Advocacy is the 
service through which the shelter staff helps 
clients througTi the jnaze -of Jjegal^ medical, social 
, service, * welfare and governmental red tape. This 
^ often Includes interpretive services for the non- 
English Speaking clients-. 

r 

Advocacy .represents the outreach capabi 1 1 ty^ of the 
shelter. It requires a.working knowledge of agenc 10^5* and agency 
people. The advocate's, goal- should be<ito. dev'elqp^t least one 
contact person in each agency to faci 1 itate xoJf^unl cation and 
problem solving. " \. ^ 

The advocate must be careful about cross lag the tine' between legal 
advt)cacy and practicing law without a license ^nd between medMfal 
advocacy and interfering with the doctor/patient relationship. 
Those are fine 14nes indeed, and the advocate*^ s attitude can make 
the difference between successful advocacy and ,al iehation of the 
professionals with whom she will be working. *lt is. Impor.t^nt to. / 
never pretend to know. Admit Ignorance and^seek the necessary 
Information. The client must be made aware'that it is she who is 
jn control at all times. The goal of advqcacy Is to become unne- 
cessary, with the woman learning to become her own best advocate. ^ 
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SUPPORT SaRVICIS 

Su[)pcM^ services include clothing, transportation, laundry facilities, 
meals, child care, etc., as well as informal conversation and support 
group meetings. ' 

Support, like advocacy, may be provided in bits and pieces by a 
-variety of agencies in your area. Such support, however, is often 
provided at_ the convenience of that agency to facilitate paperwork^ 
scheduling, e.tc, and rarely to coordinate efforts in the best inter- 
est 6f the client^. For your residents, support se^rvjces must be 

^avaflabJfe at the time of greatest need.. 

The Communiity Crisi^ Center has found. that allowing former i^sidents^ 
to use the laundry facilities at no cost'and providing meal's when 
necessary, affords the staff a unique opportunity for program evalu- 
ation and follow-up. Many former residents stop by weekly,\of ten 
becoming volunteers and helping current clients as p\^er counselors. 

Support In the form of drop- In or rap groups and/or ongoing supjport 
groups are also very Important. Again, the services are important, 
to both residents and non-res identsi You should set limits to 
these services — • hours for drop-ins\ and number of weefks/sessions 
fpr^groups.^ This is so that^'you will not be "invading'* your in- 
/house residents even 'though residents\ can participate in and benefit 
•^^rom. such groups.^ 

The Community- Crisis Center has found \t advantageous to widen the 
focus for each , support group, for Instance, Instead of a group 
specifically for battered women, staff qeveloped 
groups foV .'M 1 fe-style changes**. Many^af the 
- prob^ em- solving techniques necessary for^ 
Chang ijig- your life du$ to a divorce or d^th 
are similar to the tethnjques necessary fc 
the new lifestyle of a former battered 
woman. 

When developing your group/support services,\ 
remember that there are many victims of vio- 
lence — women, men, and children. Decide eaVly on^what your 
commitment wilj be to ALL victims. Often a place to. start pro- 
viding services to other than women/victims is\ in\a support group 
setting. You are then providing service in a structured setting 
without significantly cf)anglng--your pV*im,ary 




Provision of supportive services to all, even those who never have 
or never will be residents, c^n create an Sl?porti]ni ty for jnsighf 
Into the pre- or post-crisis family and an opportunity for follow-up 
and evaluation seldom possible within the shelter program. 
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OOilHUNITY liDXrCATIOH 

Rafslng t1ie consciousness of the general public concerning the 
subject of domestic violence is the responsibility of the sheUer 
facility. It has been the ^respbnsi bf 1 i ty of countless other 
agencies and insti tutions^|-_even our educational system. But, 
in all the years they hay.cflcnown of the widespread Incidence, they 
have done little to Increase awareness. ^ 

The shelter facility. Its people and staff, need -feo .look at com- 
munity education as the greatest hope for the'^future. It is, 
.therefore, a service priority In t,erms of your program. A staff 
person and/o^r a volunteer committee should be constantly working ^ 
on Ideas with which to bring the subject- to tjie attention bf the 
public- In-service programs for schools, mental health wo -Icfersr 
clergy persons, police, counselors, etc. -are most im|ortan:. 

These people act as "gate-keepers" for a , 
wide variety of services. Speak to any group 
who will listen/utilize medJa, Involvd family, 
and friends. If shelters do not share their 
knowledge and experience, the. public cannot 




be expected to change **att I tudes and sup 
the shelter program.* 



lort 



Communit-y education provfde;5 the opportunity 
and hopefully the necessary community sanctions 
for people who need to seek our help, ihe 
. ..T-y^r. • entire thrust of .^e movement against dqnestlc 

violence must be toward the day when soclety^vyin sanction ahd 
support the steps necessary to encourage disengagement from a 
violent situation, rather than -supporting the institutions aiSd 
traditions that ^Imprison a person jn that si tuation. 



the I deaj^ shelter is a 2^f-hdur, 365-dayper year 
cr I si V I intervention faci 1 1 ty .providi ng a safe en- 
vironment, all necessary case management, advocacy- 
and support set;ylcW^ on an ongoing basis. ' Tbe 
shelter staff shares the first-hand knowledge of ' 
the problem. of domestic vlojence with the community 
and becomes* Involved J n working for. nfecessary. 
"change In attitude toward and responses to the 
victims., of fgmi ly.^vld^ence. , ' . • 
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Staffing your shelter will be a challenge.. Given the- pressures 
.of crisis work, the long hours of operation^ the 'usually small 
budget, and the fact that most crises happen^ when most people 
wou d rather NOT Jse at work (holidays, weekends,. evening^)., it 
follows that a staff may be difficult to' attract and even'more 
difficult to keep. Because of these difficulties it is necessary 
- to be very clear about your staff needs, job descriptions, .and 
personnel policies. , 

The shelter should rfot overlook the opportunity to demonstrate to 
the community the advantages of offering creative, flexible, 
meaningful, and Well-paid employment to womerrr— Successful ly 
providing such. employment opportunities serves as an example to 
the entire community and, in the end will benefit not only 
shelter emoloyee but the employer (the shelter) and qui,te possibly 
the cllenUresident. For instance,- some of the jobs at the Com- 
munity Crisis Center can be "job" or "project" oriented rather 
th|n directed at "coverage". The Volunteer Coordinator position 
s such a job, making it especial ly^desi rable for a working mother. 
If-t^he coprdinator finds Ht ojecessary to m^et with volunteers in 
the evening, her daytime hi.urs can be arranged to compensate-; Of 
^u"**!!' ^'^'1*^''®" ^''^ T^come at the Community Crisis Center 

shoul^d chi.ld care become a broblem. • Whenever 'possJb.Ie the opera- 
tive word is "flfexIMe" with'a constant eye, to "complete". 

This aWrbaeh^bvio^ily assilmes a high degree of employee respon- 
•slbility and commItme,nt. i t also- al Iows»for a high level of' 
individual Input and fiuthor I ty. . " In fact, given the coninltment of 
Its staff, the -Commun^ty-.Cr^is Center has found' the danger with'ln 
such a flexfcble^.plari 1 Us not! In spmeone hot doing enough, but • 
i-n spmeoni (possibly everyone) doing too much. That being the 
case, a brief discussion of "tturh-out" .seems in order.,. 



• BURN OUT 

Burn-out happens because of InvbTvement but thrives -In isojatJorvT- 
Helping-people.who do not have an opportunity to vent frustrations 
as well as tjieir aspirations ard going to. dump more an^ more 6n - . 
themselves. They will see themselves as increasingly ineffect'ive 
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and' not know what to do to turn the situation around. Helping- - . 
people are often people with high ideals*-- high, almost impossib,! 
standards. Not only a're others. 1 ikely *to fall short, but the 
helpingTpeople are always "letting themselves down." 

The particular demands of the shelter*s live-in situation seem 
to increase the possibility of burn-out* Due to the usually 
small staff, the burn-out of one staff person affects the total - 
program. Staff men^bers should learn early to diagrtose, treat, and 
hopefully work toward prevention of burn-out in themselves and 
their fellow workers. Total preventioh of burn-out is probably— - 
impossible,, but/it Js "possible to lessen the pain and sp^ed. re- 
covery. Some suggestions: * , ' * # 

f * 

Consider your lifestyle. Have^ou become increasingly 

dependent upon your work, fellow employees, and/or \((Vaa 
, activities related to work? ^ ^Ai>\ 

Become aware of the time yo^ spend in acti-/^ 
vities related to your job that have become 
increasingly distasteful to you. Are you' 
able to minimize your trustrations or at^' 
^ you YrequeMitly overwhelmed? 




Look 'the power structure in your org^ni-: 
iation. Do j/ou feel you have anything '^o- ^Ati0i><^ 

about the di rection lof ^^ur job or the 
[level of your authority? Are you ftree to ^J^V'/ 
/suggest and/or initiate changes? If^ you are/^^f^ 
free to do so, do- you have the nepessary erter-gy? 

Cook at/your attittjde has it changed? Has your job 
ch^anged your basic personality? Dp you feel your job has 
caused ypu to become cr i tical bi tter , less idealistic, 
• , • moV^e suspticiousT^ Do you often, feel as i^f yau .have learned 
more than Vou care to* (jchow? ^ 

'Before you jump to the- conclusion that you are not only burned- 
out, but Mso'ih the, depths of a depression^ stop and realize 
thrrft all service-providers 'will,, have a bad day, a bad week, or 
even a bad month.' You need to exdmj^e your prjedomijiant mood/ 

)prevajli'ng attitude. Are things -- are you -- getting vyorse? 

'What can be done?; • . ' ' 
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-It may help to: 




Begin to make re^istic commitments in' terms of time 
and energy. In other words don't set yourself up to 
fail by trying to do too <nuch in too 1 ittle^fime.- 
Diversify social and business relationsfaips. At 
work, pursue interests both within and l^yond your 
job description. Jind things you like to. da and do 
them. At home, begin a new project,][make new friends, 
renew relationships. \ 



Open ..up to the "good things". Isolation will protect 
you from more hurt, but also from possible strokes. 
Open up to other staff members, tune into the community, 
share your feelings with friends, and begin to take . 
credit for your successes. ' 



Take care of yourself physically, 
proper food and exercise. 



Get enough nest. 



Remember that YOU are in control of you. ^ Your job will 
continue to make demands, but the extent to which it 
affects yoMjs your decision/choice. Take responsi- 
biUty for making your job better — more inter'esting, 
perhaps more stfeamllnred. You- kriow your job. Use 
that knowledge to make' it better for you. Usually, * 
that. will make it1f§tter for everyone. ^ 



^urn-out 
^shelter j 
ture th'^ 
impact o1 



It will be a problem* for y^t^r 
, the refoj^e^^ta^ at tempt to struc- 
program with^-^an eye to^mirlimizilTglTie incidence and . 
) burn-out: 



is a very real problem, 
itaff. It Is important. 




• • 1^ 

COMMUNICATION: CommunJ cation among' staff members must be 
open and caring. Often it i.s easief to .rpot burn-out 
symfitoms in someone else. It is impprtaft to be able to point 
put those symptoms in each other. 

V 

A, 

FLEXIBILITY: Most shelter staffs must depend on teamwork 
in order to provide the necessary servi.ce. Therefore, 
each staff person muslf be flexible — helping where needed. — 
fillirig' IrV duri ng* periods of Illness, fajljigue, burn-oBt, etc. 



0 



POWER: Each person shoald.be made -to feel that they have 
some power within the to taT power structure., Indivi'dgal 
jnput should be of equal value and credi bl'l I ty . A feeling 
of power lessness^ contributes greatly to burn-out. Recog- 
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nitlon of itidlvidual talents and unique contrlbu'lsi^Q? must be 
provided to staff as well as to clients.. 

j \ HUMOR: Humor, yet another form of communication, Is a crucial 
'y , outlet for the frustrations of helping-people. Laughing at. the 
bizarre situations or perhaos at our helplessness against. the^ 
system Is often the best defense against ,bucn-out. Somehow, 
finding the humor In a situation can help to- put it in perspective 
to see tfie shelter's efforts as not indi spensi ble, but as the <^ 
"band-aid^* it so often^ turns out to be. Taking ourselves too 
seriously, thinklng-we are capi^ble of helping ALL people to make 
f^ffiX necessary changes — the white horse© syndrome — will lead 
very qui.ckly t© burn-out and maybe depression. 



This Is by no means a (^o^nplete discussion of the subject of burn- 
out. It is i ncl uded^here to emptiasize the existence of the prob- 
lem.^ Staff burn-6u£ ^as .been and. wi 1 1 always be a problem within 
shel ter programs and often leads to a high rate of staff turnover. 
To be foi\warned i§ to be able to build In as many precautions * 
as, possible. ^ * 

Further reading: ."The Staff Burn-Out Syndrome'', Herbert J. 

Freudenberger , The Drug Abuse Council, Inc. 
_ 1828 L Street, N-Wl, Vashif^gtoij), D.C. 20036 

STAVFINO NBBBis AND PATTERNS 



Ifnlight be helpful to develop on paper a "dream" staff — one 
which would provide optfi^um service assuming you had urjllmlt'ed 
funds. Then^ worlling backwards towards reality you can arrive 
at/acceptable'-^nd vaffordajble staff coverage. 

Be aware that In choosing some staffing patterns you will be * • 

spending a greater percentage of your personnel do^^r for the . 
coverage of ' fow-cri s i s-'rncldence t'imes. For instance. If you- 
choose^. to have a MSW cover the. daytime, kO hours per week, 
and have a graduaJ:e student on duty after-hour's 'and on week- 
ends, your MSW will not be dealing .with the majority of crises 
though she* wM 1 no doubt have a higher rate of pay. At was 
for this reason the Community Crisis Center developed the position 
of *^case manager/counsejor with a rotating schedule. / The job ^ 
description Is as followsi 



CASE MANAGER/COUNSELOR 



Atten^, weekly staff meetings. . * 

Attend monthly^ board meetings and ^committee meetings as 
requested by the board or director. ' ' ' " 

Provide consistent crisis intervention counseling by ^ 
telephone, to residents, jand to walk- in clients. 

* %* • '/ 'v 

^ Be responsible for the safety and^weU-being of » 
shel'ter residents 

,Be aware of-4Qcal and social services and available • 
resources. 

Be responsi'ble for accurate, consistent, and/'caring 
information and referral services. 

Be responsibJe for clear,* consistent inter-agenc^ 
commurii cation. 

Protect confidentiality of th*i client at all times. 

Contri'bute to amJ particfipate in daily case managem^t 
and review. , - 

Participate^ coillhu^nity education programs. 

Maintain and &^ect accurate statistics,.. 

Assist the administrative'staff in-planning and program 
development .\ 

Develop and coordinate programs for -meeting the needs 
of clients in areas sgch as child care, nutritioliT ^ 
family relationships, housipg, recreation. 

Provide staff coverage on a rotating basis, 24 hours 
Ja day, 365 days a year, wUhin the ^guTdel ines of the 
a, v.- Colnmurfity Crisis. Center agreement*^ 

* ' ' * / ^ 

D * • 

The "ahift" pattern for ttte case 'rtia nag er5* is slfghtly cont- 
fusing. It; Is helpfur- to picH;a number (represrenting a single 
case manager;) and follow her through tlje year'. /Each shift" Is 
worketl foffour weeks.. In addition, each case manager » 
chooses to worR oqe major and , one mj nor. hoi iday each a 2k-"* 
hour- pej^iod, - - ' * ' 



SAMPLE CASE MANAGEMENT/STAF>S NG PATTflW 
(5 case managers double staffing on 'weekend's) 



. MONTH 1 'MONTH 2 MQNTH 3 MONTH k .MONTH 5 
• ' {k wks) {k wks) ^ Qi viksY {k wks), {k wks) 


8 am^ A pm 


#1 . #3 . #A iS'2 #5 


k pnt/- t2 ,afm 


#2 / #5. " . #r #3 #A ' _ 


12 am - 8 am 


#3 ^/f'l ' ' n * JS #1 


Weekends - * 
8 am Satur- 
day - 8 am 
Monday 


• ; . / 

■ »k #1 . #3 • #1 ■ -#2 

#5 ' #2: • #5 #^ #3 • • 


^ « _ 4 * 

» o 

Major Hoi i days: designate 5 by consensus 


Minor Holidays: designate 5 by consensus 



Case managers/counselors . form the base of, shelter services bec-ause 
they so^lve the problems of 2^-hour coverage and they provide 
consistent^ direct cfient service*s.. Of coyrse other personnel is 
necessary to"the*total shel ter^ program. At the Community Crisis * 
Center those additional positions include:, ' • 



Administrative Staff . » • 

Di re9tor^' 

Assistant^Di rector- ^ 
Client Services 

C^se. Manager/Counselor 
' ^ • ^ s ^ AdvQcate- * ^ ' 

i . ^; Support We "iServi c^s^ • 
Vplunteer CoordinBtor* 
Office.StafK ' " ' 

^ Secretary* 

6ookT<eeper * • 

^ Household, Staff ' 
' . * * ^Housekeeper 
Maintenance- 

' ' ' ' 'J fiJob descriptions included • 

fn this structure it i*s not |)ossible for each^posl tjlon t6 be 
responsible for a single service. It is assggied that all- staff 
hiembers with the possible e^xception of off ice *and househo.ld staff, 
,wMl Ijecome involved* in communi ty ^education , publlc/^relations, etc 



The jgeeking ^out of, planning for, aAd scheduling of speaking 
^engagements is the joint responsibi 1 i^ty of the Assis^tant Director 
and the Volunteer Coordinator.* The Directoh assumes responsibility 
for fundi/ig and grants writing with the input qf the entire staff. 
Common combinations found in otji^r shelters in'clud^: secretary/ 
bookkeeper, case^.manager/advocate, volunteer coordinator/public 
rela t i ons.^c6ord i na tor . * - - • «< 

For optimum flexibility it is important for the Director and the 
Assistant Director to be trained as case manager/counselor. *and/or 
advocate. It is al^o helpful^ if there is a sharing of otfiei^ dgties 
such as typing^ filing,'' answering phones,* etc. 

MISCBLLANBOXrS TKOTTOIB^TS 

There- seem to be two'basic philosophical issues involved in 
any discussion of shelter staffing. First, the volunteer 
versus' the paid staff, .and .second, the grass roots versus 
the professional counselor/social worker. Each 's^helter board 
shpuld cDoie to terms with its particular point or view* hn 
terms of long range planning and funding a combination of 

'all four seems to 'be the, most sound decision. Of ten .what is' 
started as a grass roots/volunteer effort develops into an. 
o/gahization with-paid, profess ional staff . Though that is 
a" normal growth pattern, it seems important to retain a. grass 
roots, and. volunteer staff as a demonstration of community 

, support^and economic service.. 
i - . 

When fiiViding staf f 'posi tidns do not overlook work-study 
agreements with local colleges and univdrsitfes. Student 
• iftterns from many fields including sociology, psychology, 
medicine, law,* home economics, etc., may be intereste.d in 
your facility's a possible field placement. 

It may be possible to provide your after-hour services inex- 
p^enspfeSy by attracting students i^i return for room and 
board.. You wiTl njsed at least; two so that one can be on 
duty at a\] times. The Community Crisis Center used this 

e plan for the first eighteen months of t)peration. It did 
' cause some problems, however, as the burn-out , rate for live- 
in staff^was extremely high^.^ The reality of the situation 

"^as that the iive-,in staff was never really off duty. If 
t'her person* on duty needed help she called on the person 

•up^airs who may' have beeh^ planning a quiet evening at home. 
It became nep€?sary for resident counselors. to arrange a 
'*home away from hooie*' where they could safely spend leisure 
time. Also, in such a plan ttie students often handle tfie mor^ 
^ * "heavy*' crises because they usually occur after fiv« o'clock 

, and* oa weekends.' 

\ 69 :, 




During the early stages^ T>E^our shelter service, a^volunteer ^ * ^ 
coordinator could be c rue i ah-ttr your program, , Her job is to 
seek out people who a,re able and willing to contribute valuable 
and necessary services. Among those necessary services can 

be advocacy, house maintenance, and community education, ^ J 

Because the volunteer coordinator is pr imar i 1 y Oncerned with / 

recruiting and trainfng the necessary volunteers, the volunteer 

coordinator position will significantly increase rrecessary 

personnel economically too, ^ 

-# ^ , ^ • 

With a limited budget, a beginning shel-ter .program could prp- 
vide a complete shelter service with a director, a volunteer 
coordinator, ah advocate and two or three live-in counselors. 
Of course this is assuming greater flexibility on the part of 
staff, a willingness to wear many different hats, and relatively 
small client population, 

* ft 
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-JOB- DESCRIPTION — EXECUTIVE DIRECTOR 



Conducjt weekly staff meetings •• 

Attend monthly boarJ meeting and boarcl committee meetings 
as requestea ' s ® ' 

Maintain policies as established by the Board of Directors 

Provide forj^curate records and statistic collection 

Pi[;epare propo^sals and funding revests 

V 

Be responsible' for all Community Crisis Center correspon- 
dence 

Maintain records of corporation 

Maintain relationships with funding sources 

Be responsible for the provision of consistent client 
services^ 




Be responsible for case manageinent (counseling and referral) 
as necessary ■ , . 

Be responsible for public relations,, communi ty education 
communication and frafnlng. V 

.Serve as liaison between the Community Crisis Center andc 
Other agencies, legal representatives, etc. 

Provide trailing to Interns and trainees 

Provide technical assistance to groups working to estab- 
lish a shelter facility 
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JOB DESCRIPTION — ASS'lSTANT DIRECTOR 



Atten.d weekly staff meetings 

♦ 

Attend monthly board meeting and 'board committee meetings ^ 
as requested . * 

Maintain policies as established by the Board .of Directors 

Be responsible for dirqctj supe«vision^ofv.a1 1 personi^el n^n 

'Request CETA ,posi tions a.nd CETA personnel > 

Arrange for internships and provide supervision and 
training to Interns and trainees . ^ 

Seel< funds for si te . improvement 

Be responsible for publix relations, community educatjSn 
and the necessary scheduling of staff t 

Provide case management (counseling and referrals) as 
necessary ^ ^ ' •» 

Collect statistics and maintain records as required 
Be responsible for site maintenance* 

Provide technical assistance as requested. by groups working 
to establish a shelter facility 



r 
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\ ' ■■ ■ . . >: . \ 
JOB DESCRIPTION — VOLUNTEER COORDINATOR ^ \ 




t 


'-Attend weekly staff meetings'. 


• 


4 ^ 


Attend monthly board meetings and board commi'ttee meetings 
as requested. 

Maintain poTicies as lestabl I'^hed by the Board of Directors. 






Consult with Community Crisis Center st^ff'to determine 
volunteer needs and responsibilities. 




• 


'Recruit and train volunteer^ as needed. 


• 




Supervise and evaluate volunteer performance with the help 
of Community Crisis Center staff. 


• - - 


- / 


^' 

Plan and conduct regular meetings of volunteers for infor- 
.mation sharing, support, and additional training. 




Prpvide for formal and informaj l^pcognltion of volunteer^. 

J' 






•Participate in community education and information-sharing 
, programs. 




* V 


Arrange emergency Verv ices for clients as needed, e.g., 

transportation, and child care. 

• t * : 




?; - 


Maintain accurate records including: 
Dai ly phone log 

Monthly volunteer schedule (calendar) * 
Tabulation of volunteer hours/in-kind' value 
^ Donated. goods and money 
Schedule of special events 
**Appl ication forms 
Volunteer expenses 

List pf active and inactive volunteers 


r 




Support volunteer ism in general. 




;<* 


• 

* * 

• 






f 
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JOB DESCRIPTION — ADVOCATE/ADVOc/cY PROGRAM 



Attend "v^terfk I y 'staff meetings 

* Attend monthly board meetings and bbard committee meetings 
' a$ requested. 

Assist in planning and implementation of LEAA Victim Assis 
tance program 'under the supervision of the Director. 

Coordinate, train and schedule Crisis Advocates; implement 
LEAA Crisis Advocates Program/ ^ * 

Establish, with assistance of Crisis Center Staff, basic 
program policies and procedures. 

Coordinate and implement community and agency education 
programs m order to expand 'awareness^ of the problems of 
dqmestlc violence victims, resulting 'in increased coopera- 
tion among and between agencies and the Crisis Center. 

Ac-t as liaison be.tween victims and the law enforcement, 
legal and educational systems, the medipal profession 
|[nd sQcial services agencies in /the a*rea. 

Recruit, train and .maintain necessary manpower in the form 
of Crisis Advocates. 



V 



;After need for advocacy is establishe'd by case manager and 
communicated to coordinator, the coordinator ^iV provide 
/for* the necessary advocacy by responding herself and/or 
^ by directing and supervising a Crisis Advocate. * 

Wi 11 determine what case information should be considered 
critical to the advocacy and therefore communicated to the 
^Crisis Advocate. , % 

Maintain communication between staff and Advocates, coordi- 
nator and Advocates, and community and Advocates. 

Maintain records and collect statistics as necessary. - 

Develop system for program evaluation and also individual 
Advocate effectiveness- y ^ . - . 

(Crisis Advocate: A v^lunteer providing advocatd' services 
who has been trained by and is under the direction of the 
Advocate Coordinator) 



POLICY 




There will be a great demand for your shelter services- Soi 
times that demand will be inappropriatTe because It will haye^ 
originated whth people whose needs are beyond your capabiliti 
In order t6 provide optimum service 9n a long-term basis, it 
is necessary to tailor prospective residents to your service 
capabi 1 i ty. , , ^ 

Such limits become the policies of your facility and, though 
based on your philosophy, they^a'lso are influenced by cpncern 
for the client, concern for other resideats, and respond to 
various funding restrictions. y- 



Located somewhere- between "philosophy" and "rOS^", policies can 
be divided into four categories: 

Client statistics: kger, sex, general heal th, alcohol 
/ or drug-related problems,, number, age-, and sex of 

children. • ^ 

PROBLEM AREAS: Divided into appropriate and inappropriate. 
For .instance you may decide to house only victirps of do- 
• mestic violence and not to house people who have been 
evicted. Funding may also be limited to a particular 
problem as wel 1 . 

* GEOGRAPHIC AREA: A decision largely dictated by funding 
and the number of people involved. Also, t^he transpor- 
tation situation must be^ consideli^d. 



MANAGEMEfrr CONSIDERATIONS/TIME: Temporary or extended 
stay consider that' when the demand for service is 
great a. stay of three to five weeks maximum' wi 1 1 allow 
for services to a larger number of people* Some shelters, 
including the Community Crisis Center, have found that' 
it is nece^ary to limit the ghelter option fo one time. 
Originally this was due to apprehension on* the part of ^ 

,.fund*ing sources thinking that the "crisis" would become ^ 
a "habit". Keep in mi nd that* the Community Crisis Center 
does not deal exclusively, with victims of domestic vio- 
lence. All other services are available on an unlimited 

- basi s. - ' • 




'W]la®g wJasilSg wUaoiPOo wBaoia 



A clear statement of policies is nAcessary to theftstabl ishment 
of your ppsit'idn and your image in the communi ty, ^Particularly 
in the community in which there are Vew shelter options the 
tendency will be to "dump'' on your facility for no reason other 
than you have beds. Establish your pplicies early and stick to* 
them. - V t 
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PROCBDtrRBS 



Wmm imlSate® 1!;® .lf®M(5>w-m]p 



CounseUng withirr the context of the shelter services varies in 
'purpose and approach. The services a ^shelter offers through 
assessment of community and client needs will, in fact, delineate 
what counseling procedures are to be employed* -As exemplified/" 
In the format of the Community Cri si s ^Center , counseling pro- 
cedures can be adapted to the followi^ha specific aspects of the 
shelter service areas: 

< ^ »♦ 

Crisis intervention counsel i nq|j[2A-hour hotline 
Counseling clients on a '"walk-in'* basis 
Intake, assessment, and evaluation of a shelter 
candidate * * ' - 

.Environmental engineering and referral hook-ups 

for c1 ients 
-ijlroup counseling * 
Health care and nutf^tion counseling 
Counseling in skill bui1ding^^- 
Family counseling . ' 

Counseling services for children 
Marital and individual counseling for spouse/mate 
Termination of shelter residency 
Follow-up and discharge planning 



The counselor' v/ork I ng in a multi-mileau setting of this nature 
must bfe ab^fe to adag^ i variety of skills in order to meet the 
neerfs of clients an^lfes idents. The following is .a .breakdown of 
the procedures involved in shelter counseling servicesji based 
on the experjenq^/*of the Community Crisis Center. 



intTIAL CONTACT WITH CLIBNT 



Th^initial client contact may occur in a variety of forms. The* 
ajor ones are: ' ' s • 

[Call made to the shelter by the individual in need *of 
services. 

'I 



■Hi ReferraJ of a client by. an agency , fr iend or relative 

wlam Client coming directly /to the shelter facility on a 
walk-in basis for , counsel i ng 

NATURE OF INITIAIt CONTACT 

The contact may tpke one of three possible forms/directions: 
■■i Information and ReferraP 

,■■1 To talk 

■■i Crisis situation 

/ 

In order to differentiate the presenting needs of the caller, 
the counselor' must assess through the context of the conversation 
the precipitating event that triggered client contact, what the ^ 
clieot identifies as the problem and the underlying causes, and 
what the counselor discerns the presenting problem to be and 
what strategy is to be employed in assisting the client. 

Cri^sis i'ntlrvention counseling incorporates the use of listening 
•and empathy skills.. These are vital skills in developing an 
initial rapport, allowing the caller to express anxieties and 
concerns and collecting information about the client's situation 
and immediate needs. Through the initial process, the counselor, 
shotild be"able to d i sti ngui sh>whether the caller would best be . 
assisted by making a referral to a specific, more appropriate 
agency or agencies. Possibly the caller can 
benefit by some information that the counselor 
could disseminata on the phone. On the other 
hand, the counselor may realize through the 
caller.* s conversation that the need at^tfte time 
of the- call is tp 'Met off steamf" and siijlply , 
have someone listen to"* the probfeims without 
need for referral or intervention. . ^ 

* : In assessing whether the caller is in a state 

of crisis, ^the counselor must be sensitive to many cu^ which 
the caller may be communicating (either directly. or fndrrectly) , 
stating that she does nofhave control ovep-.emotions^ and/or the 
situation; that she i^s not able* to make^ a decision regarding 
how. to cope with the 'crisis, that she is e^<pressing feelings 

- of helplessness, isolation^ confusion, and'/or a basic lack of 
functacning productively in a par ticular life situation. ' 

. Emotional indicators may take the form of voice inflections 
of fear, anxiet'y,* tension, lettia?gy, depression, intense arlger 
indicated by cryJng, a low tone of vpice,' excessfviely loud voice, 
loss Of interruptions- of breathaAy.pat terns, inebriation %. 




7s 



If ip®j5a imftUBs® ft® ir®M®w«mip 



or of drug-Induced elation 



* Further in the conversation, the counselor may identify a denial 
of the pi*oblem and/or the intensity of the situation. The caller 
may also indicate' physical cues of-*distress such as a loss of 
appetite, sleeplessness, physical . il Ihess, and more severely a 
distortion in a perception of reality. These cues are manifested 

'through visual, audftory, and olfactory hallucinations, Ic^s of 
limb Control, and* paranoid suicidal/homicidal ideations, or 
talking in "word salads". Having .assessed* the situation as criti- 
•cal^ the counselor muSt incorporate the factors involved In crisis 
Intervention counseling — i t^-rs-^-^J^rt It 
does not. attempt^Jio deal wi^ the /-v^Rolje^e/sonal i t but instead 
focuses on the Immediate needs of the italler in crisis. Through 
goal setting and other di rectioit^the counselor will then attempt 
to restore'Uhe ^ient to*a workable level of functioning. 

Once, the. cl lent has achieved an emotional level of stability, the 
.counselor may begin to assist the caller \n the deoision-m^ing 
(process. If, at this point, it is deemed that the shelter services 
are a viableVesource in supporting the client*s decision regarding 
her crisis, a referral ^fqr counseling, intake, and shelter may be 
offeree/ and explored.' Usually, an appointment for a counseling 
session and sheUer Intake interview Is arrai^ged.. Obviously.; in 
^cases 6f extremq danger, the case manager/counselor will approve 
pne night's shelter over the phone in order tq assess^^the more 
complicated and critical situation. 



TKB INTAXa 



Questions whfcfineed to he explored with the client regarding 
applropriateness'^ for shelter are: ^ 

















IN 



Why. Is the client seeking help at .this time? Why now? 

Has she sought help before? If so what kind and what 
•happefneti? Why didn't ^he follow through? 

Is this a thought-out decision or is it a rash,, emo- 
tional decision made as a res^ult of being hurt and/or 
angry?-- ^ . , 

C^n she se^ herself being without a significant other,/ 
witliout a man in her life? Has she ev6r lived on her 
own and been se'lf-suffic lent? 

Does she feel ready to .leave her' mate/spouse ^t thhs 
point or are tKeTe pther alternatives she would like to 
try? (The policy at the Community Cfisis Center is a 
on^^ime stayi) 
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What Is she. fearful of? How dangerous Is her situation? 

What does sh\ want to acopmpllsh while at the shelter? 
Legal action,\housing , employment^, medical attention, 
therapy, etc.?] 

What are her personal resources monetary assets, 
emotional support from family aad /rj ends employment , 
day care, transportation? * ^ \, ' ^ 

Is the shel-ter ^faci 1 1 ty the best optioVfor the woman 
and her family, to accomplish her goals as opposed to 
seeking out otiier options with triends or family? 

In addition to the above questions, basic informatior^ ip^ds^to be 
gathered on ±hk f ami ly members. This includes place of residence^ 
referral sources, '^etai Is of situation, sex and ag^ of'childreni 
on public assistance or if employed, where, When and day care*-* 
^(rpdtigements, husband 's__emplqyer, financial si tuation, . , bill 
OTe, savings, current income), other agencies involve^^O^^ drug 
and/or alcohol -related problems, prlans/for both the immediate 
future and long-term, and medical backgrounds of -thje wpman/and* • 
her children. Dqes the^ family eventually want,^to live in thejr* 
orig'knal geographical area or to relocate in Elgin? If from out 
of ttre^rea., do they have transportation ~ a car, friends to' 
dr'iVe,' etc. 1 \ " " , - 

Once these , quest ions "have been explored, th e-!^co unselor sh5tj,ld be 
able'to determine whether slielterjs Appropriate. Some typical 
cases where shelter wouldU^ warranted: ' * 



A twenty-five yeaj* old woman from the Elgin area has 
Beefi married, eight years andjhas three children, 
ages two* to ^seveh . T+ie woman^wants to leave her 
husband because^ the violence has increased in fre- 
quency and seveVfty and her husband does not feel 
that he's the oihe who* needs to change. She has left , 
before and stayed with her parents. 'She has returned 
because her husband promised to stop drinking and 
go to counsel i-ng. He went once 5nd reiFused tq go 
back. The violent incidents haveyirtcreased in fre- 
quency and severity. Last weekend he^hit her youngest 
daughter. The child abuse precipitated her call. 
The woman's plan ls-~to §et a divorce, apply for pub- 
lic aid/ and locate an apartment for herself and her 
chl ldrenT~:She can't stay with her family because 
she has gone there before and they are tired of her 
husband's harassment^. Her close friends simply do 
not have enougji room for four additional people. 
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A twenty Jfer old woman* who lives with) her boyfriend 
calls for Viel ter. Her boyfriend ha*s locked her out. 
She has an 'eight month old baby. Checking ow records^ 
we find that she* has called pnrc'e before. At that time 
^ she wanted to know if there was a place for a woman 
^and chI>ld\o stay'. 5he has a*c^r but no job or money. 
Her bdyfriend is ndt the father of the child and Ft 
is hi s^ apartment. She has no relatives in this state 
antf only a few friends. She. is frightened anrf really 
h^ no one to turn to. , * . 



The shelter facility appears to be the best option for both these 
womerh.^ The counselor, should know that {n dealing with domestic 
violegfe cases one wijl often find them to be multi-problematic. 
Be. aware of the possible intakes that Involve drugs -or alcohol 
problems or anyone who has a history of mental illness. Be 
aware, however, that often women living in crises situations are 
classified as I'mentally ilT'. Al^o, be aware of .those fanuJies 
whose need for* shel ter j s not a crisis but a l ifestyle problem 
unrelated Nonviolence. .The families that are taken into the 
shelter must not be d-isruptive to the other people staying there, 
and the* shelter should be the be^t place for them t\ accomplish 
cnecesjary changes. t ^ . 



tJ^a 

pn4e shelter is an optj|on, thS^actual intake begins.' This usually, 
doesNiot ocfcur over t'he phone. An appointment is made or the 
cl ient raay^come in immediately after *the initial contact. When 
the V/omin arrives at the center with her family it is a time of" 
general/ introductions.-^ The client is greeted at the door by a 
staff person' and usually this same staff person will accompany 
her"" throughout the entij;|^'ntake process. Special attention should 

* be given to th^ chj idren in helping them adjust to a new environ- 
ment. At is at this time that the' staff person tries to make 
the fgmily feel at. home. It is- important to remeiftber that the 
family is comiVig to a n^w placevWith new faces#.and needs a *^ 
period of tirne to adjust. The counselor may offer food or beve'rage 

-and toys for the -childrea if appropriate. After the family Is 
settjed, the* staff sits down with them and gets basic information 

V (name, address, date df ^birth, social security number,, etc.) . 
At this time,^ the house rules and genera l^procedures are gone 
over. . *- . . . 

AJL people staying at th6 shelter are expected to follow house 

rule^. *lf;/thAf;iB are repeated^violations of these rules, a ^amflv^ 
'may*be asked to leave. It is expected that each family wil^^ 

' help' In^pe* cooking and cleani.ngof the shelter. It is importatfft 

during Jthe intake to make the above clear in order that the I. 

f ami ly understands^ how the shelter functions and what their role 
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rs. When contracting to stay at the shelter, a wom4h agrees, to 
[fulfill certain contingencies. Her stay ayt the shelter can con- 
.tinue only as long as she works on meeti^tg her contingencijes/ 
\The Community Crisis Center requires that the^^oman agree tp: 
school wherever feasible for all school-age children; and if the , 
fami'ly has had recent, physical expms they must arrange for 
them at the local free jclinic. * In. addition to these contingencies 
a woman may need ^^to>apply for public aid, seek emplgyflffent contact 
a lawyer or Ujok for housing in oVdJ^r to begin to restructure her 
life. As each person is unique contingencies will vary from case 
to case. The important point is tha't the woman' agree 'to work on 
her problem. The in|Ual plan cqnstructed to do this wilj most;^'^^'^ 
likely change durin^jHier stay^ . , ' 

Specifically, tfe/^staf f peji^ofr-w^^ a 
services>lan wi Jh' the woifian^ based on the contin- 
gencies. They ihould do this together. ' In 

his way, the yoman begins to be able to make 
dQcisi,or%s for her lif^LX, The service plan 
would include (icientif ying the problem area 
(hfousfng, physical health, legal, etc.), 
stating the objectives, making a notation 
of any* prev>tJus help that has been sought, <^ o 
and detenm ning -her jftlan of action. An ' 
example of one problem would be legal. The 
objective may be to get a divorce. If any 

leagl cojitracts have been made, thi.s'^should .be recorded; ^d the ' 
plan of action would be to alert her lawyer as to her present 
ci rcumsta'nce.^ As stated, the plan i)iay change based on what is 
avallaWe and what the woman accomplishes while staying at the 
sheJter. Also while filling out' the service plan forn^, the woman 
is requested^to s4gn a medical emergency release f^rm and infor- 
mation Tel ^'ses fpr the agencies which the Community cVisis Center 
may contatMon 'her behalfc ° 




Oflce a service plan" has been "set up, the length t><^tay at the 
shel ter J4^di scuss^d. ' There is a general pol icy -4i^three weeks 
•maximum stay a^. th6 Comrtuni.ty Crisis' Center. Upofr iritakgvthe 
woman is offered only a portion of the maximum. ,At best, one 
week will be decided on, but of pen a day or £wo. The purpose for 
this is to give the woman a chance to get adjusted^ to the. shelter 
.and develop a clearer picture of what she needs to-accompl-Uh * I n 
.order to alter her li#ng situation. Thi^s InTltlal time factor - 
also allows the shelter staff to evaluate the woman's motivational 
level and to develop a team approach as to how staff members may 
be of assistance to her if additional ttme is required.' The 
length of «stay is extended when It is determined that a^itipnal 
time is needed in order for the womao^to organize and iyp l^efrient^-* 
the available services. Of course, even ff shelter is no longer 
necessary a woman is encouraged to take advantage* of all of the 
other CommjurTlty .Crisis Center services. • 



' BVALir ATION OF CLIllNT PROGRBSS 

While^the wom^n- Is staying at the shelter facility, evaluation of 
her pi^gress is inade by the staff ^through, weekly staff meetings 
base^^on daily contacts made with the. client to discuss her pro-' 
^resSand feelings^- Weekly staff meetings serve as a time at 
whic/h'all team members involved witK the resident can; excha^nge 
information Vegarding her progress an4^ a1 so .(^ i scuss in what 
further way5 they 'may be of assistance' in helping her reach her 
goals^ The ne'ed for ajddi tiorial'length of shelter stay is also 
discussed and the' specif ip tasks which the woman will undertake 
during the -comipg week. are cohered. 

OITT TAKE PBOCSDXrilBS 



Uajjally the decision to end" shelter service comes when the con- 
4:ing^ncie^' or-tgoals set Qpori intake- are fulfi lled and living 
aVrangeme'ats have been arranged* The "nfew housing arrangement may 
take the form of either the procurement of aa apartment or house 
by the womarK, living quarters-wj th^a relative or friend,* or a » 
referral to anather shelter facility if indicated. Of course, 

^the woman m^y choose to returivi to her original situation. - If ^that 

*is tti^case, she is* encouraged- to remain in touch with the Com- 
munPty Crisis Center "anc^ to try to bring some pdwer fo the rela- 
tionship to which s^e is returning, ' 
, • ' ' - ' _ 

Several forrljs reletting to the c.l ient* s -evaluation ol*^ shelter ser- 
vice arid staff ?)erformance^re fijled out by the client with the 

^.assistance of a staff member* Within. the context of . the forms . 

are ques^tions relati^ to whether the cl ieht recommends any chrfhge 
^In the' shelter s^rv^cfe^s* and prggram,' and what objectives, feelings 

•^^nd'go^^s' the clrent has /,or the^futare.' .Sometimes the* cl ienf/ 
resident ha^ become particularly dependent upon the shelter staff, 
it! such 'eases,' ternfihatioVbecomes an: Important, but delicate pro- 

* cejJure. Jhe're m^y be ^ ,need'to explore wit-h^the client, 4these 
\ feeling^ of dependency J n order for the client to gajn a better 
insight into HrvterpersonaT 'dynamics and how this ..effects her rela- 
tions^f\ip wifl;!, others. " ^ 

An iMeg^ral part of, the 'out-take procedure is to incorporate sbme 
fSrm' of fal l-ow-up planning with the'cVient. The Community Crisis 



tentervcpntmues to offeV^aM services- to. the client and her 
•faiTti'ly wifh thfe exception ctf*.shelter. 'These services Jji.clude*: 

^ ^™ily,tand- m?rjta1 counseliVg ad>>ocacy and. 

er support 'senv tees. . ^- . ' 



rndi'vidual, gr.oup, fam 
: referrals'; and all othe 



The client is given follow-up post cards each one mai;ked for'a 
time sequence up to\one 'year after she.lter. These cards serve 
as a brief questionnaire regarding how the client is functioning 
in her present situation and also serve as a request for staff 
contact.- A six-month" fol low-up Vfor'm is also done 60 evaluate 
the client's status at that time — questions cSnceriiing 'personal 
growth, fami I y status, economic status, chijdren, family Violfincfe 
and -eva I nation of other agency serviced Thjs would' done in ' ' 
person at the Center. The six-month follow-up gives a more * 
; detailed picture of how the client is progressing and what, • 
anything, they need in terms of shelter services.' 

-Counseling procedures vary from shelter to shelter depend^ing on 
community needs, board philosophy and staff policies. Yhe afore- 
mentioned procedures used by the Community CrJ-Sis Center serve 
as a Rpssible framework bn which to base shelter counseling 
services. It. is not, howeyer,- inclusive df all possible services 

^ and related procedures which- can be a part of the'shef^er setting. 

Sample forms usecf by the Center- are included in jthe following pages. 
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SAMPLE FORM: CALL SHEET/SAMPLE FORM: SUMMARY AND DISPOSITION OF CALL 

«" a t • ' . 

Every call tKat comes in to the crisis line, is logged on our* CALL 
SHEET (see Sample Form on fol lowing ^geK J^ fgl lowing infor- 
motion* IS recprded on- each-caH'rTaate, initials of staff person 
who took the caH, our co<5e for the type of call it is, the^case 
number,' summary XDf,< the caH ~r including designation of whether 
a case comes under Title XX fundifig. > • 

Our- code system is divided into two categories:* AD^ for all ad-^^ 
mini stcative calls; AC for calls pertaining** to our /\ction*Grant; 
ADV for advocacy calls; VOL for callus pertaining to our volunteer . 
program; for -Inter-Agency cal ls;' 'CRL for community request .for. 
information calhsl - " % . , 

Calls listed, in the Client Column are: £^ for'counsel ing calls 
where ttie caller presents a problem or crisis and needs the 
atte'ntion of the^cpunselor on duty; J SR for Information and Re- 
ferral caVls v^here' the oaller states the specific kind of help 
she/he needs*, * 3" appropriate Teferfal is madetT'ES refers 
^to emergency serviced ca11s"an.d is probably^iiseful only td the 
'Cdrranynity Crisis Center, where there is a separate phone line. for 
after-hours ^ergency calls from clients of 10 other helping* 
agencies^in our area that are open only cfuring regular business 
hours; and •finally, tlequest calls coded RF - Request for furni- 
ture, Rt^ - Reqjjest for transportation, ^Rcc - Request for child^ 
care, Rcl - Bequest; for clothing,, and^Rfd - R'ebuest for food;. 

Summary of the call incTudes identifying information about the 
client, the presenting p-robi em, any history of ^motional or 
psychi^ric disturbance^ and the counselor's impressfon of^the 
cl ien^^current state. ^ 

Disposi tion . incl.u^les "actfoh. the-counselo'r has advised the client 
to take', referral -to othier agencies, -and/or making an appointment 
.for the 'Client to come to the. Community Crisis Center. 

After* a .counseling call is .completed, the counselor transfers the 
h^scessa ry i n f oTma ti bn" f rom the -cal l-^srheer summa ry f tcr*^- whi te 4x7 
index c^rd. (see 'SampVe Form on foJ lowing f^age) which is. placed 
in the casebook. -Each card contains the . fdl lowing, informatidn: 
,date, Gase\umber, caller's town, crisis^code for the probJemCs) , 
involved in the case,' sex of caller, who the caller was referred 
by, number of persons invoWed in the case, and summary dispositioh 
of the call as transferred from the call sheet. i , * * 

These itegis are self-explanatory With, the exception of ,Qur crisis 
code which has two parts: alphabetical categories j&f crisis, 
..and. a*" colored tag* system; Our alphabet! caf code is as follows: 

A - 'Abortion; B - .No Show (appt. .n6t kept); C-- Child Abuse or / 
Neglect; D - Drug., Alcohol Problem;. E -"'Elderly; F -'Financial; 
,G -.Gynecological, women's heaUh; H. ^Housing; I - Interagency 



. SAMPL^ FORM: CALL SHEET 



COMMUNITY CRISIS CENTER, INC. 
C%11 Sheet. 



Da te ' 



STAFF 



adm' U:lient 
code code 



CASE 
NUMBER 



SUMMARY 



.TITLE' 

XX 
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SAMPLE F^M: SUMMARY AND DISPOSITION OF CALL 



. ^ ' ■ y y^OMMUf 



OMMUNITY CRISIS-CENTER, tNC. ' 
Summapy and Disposition of. Call 




St.. 



.4- 



call;- J - CHil^ Care; K - Family Problem; L - Legal Problem; 

M— Marital -Relatlorhshlp; N - Man abuse; 0 - Medical Problem; ^ 
rP - Problem Pregnancy; Q - Triage; - ^ape; S - Teenager;. 
•T - No Ta^lk; U - Made Appointment; V - VD; W - Woman Abuse; 

X ^ Runaway; Y - Psychiatric; Z - Suicide. 

This code listed on the casebook card for every case is extremely 
helpful in the gathering (SF^our monthly statistics on types of 
crises- we We handled? .^Note that most cases will have more than * 
one alphabetica^l code letter. * ^ , 

Our colored tag system consists" of five different-colored 3/4" 
diamete^i;. -round tags that a re^ attached to the tops of cardsv in the 
casebook .to denote spec if Jc situations or types of cases • They 
a'r^ placed on the top of the card .so that when the^cards ar^. 
later placed in file cabinets the colors can be'feajily seen and 
case.s can be pulled at a glance. These lags indicate: D6m^stic 
Violence (light .blue) ; Rape (navy blue); Suicide (green); Chronic 
Caller (orange); Shelter Resident (red). 



f 



A red rectanguia'r tag is also us^ to indicate a shelter resident 
on the cards in the Client Rolodex shown below^ 



SAMPLE FORM: CLIENT ROLODEX FILE CARD 



CLIENT NAME*: 
CASE NUMBER: " 
DATE: , . ■ 



When a woman and her children coipe to the Center In need of 
shelter, she participate/ in an rntalj;e Interview with the Counselor 
Many forms ^are us^ed In thi>s process*^^ , • *. ' . 

The first of these forms .is the INTAKE SHEET shown on the following 
page. The woman and. her counselor discuss and fil.l out thrs form, 
and the woman then signs the shelter agreement. 



\ 
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SAMPLE FOaM: INTAKE 



COMMUNITY CRISIS CENTER, INC. 
Intake Form 



Ca^se . number 



Date in 



♦ ^ 



Date to leave 
Name 



Current Address 
Phbne 



. Other^gencies 

Husband 

ftj Address 



Si tuation": 



Staff 



Extended Until By 
1_ SS# ' DO B I 



City 



2i Cty 



Referred by 



Funded by 



'Age 



Ptjone 



Employed by 



Cqnt iraencles of shelter agrd^ment^ 

Information Release 

Crossroads Appt, 

W»U-Child Appt. 
Kids in School 




\ have read the hou^e ruUs and agree to gbide by tliem, 
to fulfill t+ie above-contingencies of>y stay herg^ • 



I agree 



CHECKOUT:. 
Date ou^^ ] } 
NeW Address 
Phone 



# of shelter nights 



Staff ^ 



Billed ^ t o^-..- : 



for 



for 



^people. Total 



SAMPLE FORM: INFORMATION REfEASE • . 



COMMUNITY CRISIS CENTER, INC. 
information Release 



Date 



permission to ' (staff person) : 

^ ^ • — 

* ' (staff person) 



^ give my 



(Other administrative st^ff) 



to exchange information, and/or give testimony to^ ^ 



REGARDING: 1./ . ' / 



2. 




< 






3. 


i 




















5. 











This*^release-of information wijTexpire jh' - ' ^ 

" ■ ,' - \ ^ •..-.(Date) 

and a new rele^e will be nfecessjary for ^y; exchange of inforr. 

after this pointr^ •* 



(Signature' of Client) 



(Signature. of Staff/'Wi tness) ' 



This form must be filled out. in duplicate for each, ^gency Un- 
volvedv One copy js kepf in pur files, and the setoDdMs • 
ma-iled to the agenc/ indicated. ' ' * * t' ^ 

This" signed form*' give? the Center perinis^Ton to exchange infor- 
mation on^ this cljent with .crfher agencies having an open case / 
on her/him. • i ^ 



^5AMPLE FORM: INTAKE CHECKLIST' 



•• • r 



.CI ient 
INTAKE 



COMMUNITY.CRIS.IS CENT 

Intake 'Checkl ist * 

Case # 



INC. 



Staff 



jTop of intake formr'phone number, last adcJress,. DOB, *SS#, etc, 
_lnfo on children-: ages, bi rthdates ^.chool , fmrpunizat icons' .. 
Info on husband: age,,,place of . re^/dertce, . place of wofk 



Xpntingencies:>Crossf6acls, Well-Child-, kids- in-..si;h^<WT^etc. 



Case number 

Info release^forms* TTT dupl ll:ate, one copy ready to mail out ' 
Note **Loj' -date oh 'card in casebook: red tag indica.ting shelter 
Rolodex:* by first name, k^ds, DOB's case number, date In, 



6ther agencies 
Stats in front of casebook 
Room indicated on chart by counselor/ s desk 

ntake form 



Meds and valuables, in safe 
T^ake- Title XX folder 
>ih oat .ll' 76 



note on 



C lfent signature on IL 76 
F ill out client service log 



tieg4n process notes: pg. 1 and pg. 2' 
Fill- out CCC Service pJan 



HOUSE RULES 



_Read over point by point 



Reiterate' tha^babysi tting must be /cleared by staff 
Dinner: — — ♦ 



be here, no fnterru[>tions| 



take- phone messages 



^Sign-out procedure. Failure to calKif not back on time^is 



breach of house rulfes. May be asked to leave. 
_House meetings from time to time; everyone expected t-here 
_Any conflTct, ask counselor to mediate ^ 
_Pf»W session with counselor to chetk^progress oh contingencies 
_D!scuss and obtain rs.i'gnature on "Drug and alcohol" statement/ 



EXTRA SERVICES 



^Hair dryer,, alarm clocks, curKfng^i rbn * 
JTowels and sheets; leave in office >vhen checking out 



. W e wi 1*1 tak^e mejssages for jobs and houses 

,9 _RldeSf.may.be possible if 'we have a'dVance; notPce; bus schedu 

: W asher and df^er , ' / v / , 



le^ 



jrye,^ 

^Personal hygiene j terns 



Special diet?' Medication? (Whc^ the doctor?) 



Thi;5 form ehables ihe counselor to see a€ a glarice* ff al 1 pert?l- 
nent jrlformatibn on staying. at\th?* CCG/has Jbeen communicated to 
the clfent. This includes a reiteration of Hdii^e Rules and ap 
explanation* of our Extra:.Serv1cfes. ' * ' \ 
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SAMPLE FORM: MED I .EMERGENCY RELEASE FORM 



COMMUNITY CRISIS C^ER, INC.' 
Medical Emergency Release Form 



"1 (Parent or Guardian) 

mi t. 



gi ve ^triy^^rmi ssion to 



a; representative of the Communi ty *Crj'sis Center, in my absence, 



to take, the responsibility for^roviding emergency medical • 
treatment of my daughter/son. 



(Name) 



(Date) 



(Birty Date) 



(Sigrfature) 



. (Witne'ss)< 



Any allergies, dates of last shots, other medical informatTon. * 



Thfs. form npust^be signed -by all mothers who come , here- for 
shelter wi tK^ thei r chijdren. In the event that the/e is a 
medical emergency -wi th one/of her children at the CCC while 
the mother is out of thelJjouse, the CCC i$ thfen authorized 
•to take responsibi 1 i ty for providing .the necessary medical 
treatment' fn her absence-. 



SAHPLE FORM: ' ROOM CHART 



COMMUNITY CRI-SIS CENTER, INC. 
Room'Chart. 



ft 



-1b 



Single^ 



Single 



' Bathroom 



Crib 



single 



Linen 
Closet 



Cnb 



^ Hal Iway 



Crib 



♦Closet 



Single 



Single 



Single 



Single 



Single 



92 



.Siffgi.e 



Single 



Crib 



Single 



^1 



^''^SIS' 



COMMUNITY CirrsIS' CENTER, INC. 
Sign Out Sheet 



-V : 

DATE 

\ 


NAME ' 


-\ — - ^— ^ 

L GOING TO 
' \ • ■ - • ft'. 


. PHONE #• 


• TIME 
R'ETURNING 
1 . - . . •» 


CTfRE OF 
CHILDREN 


•.STAFF 1 
OKAY ^ ^ 








— ^ - w • 




r-' » • 




« 




•* 














f 






^ 

\ 








= 


4 




/ 






V 
















* 


« 








9 

t 






• 







^ / ■ 



^Clients must fill put the SIGNOUT SHEET whenever th&y l^ave 
the CCC'to^go out on errands," af>ppintments, etc. The client 
writes Sown wh^re she is going, what time shell 1 return, 
and whb'wjll ^'liph her^children if they're not going with*^ 
fjer. This- must be initialed by the counselor on duty. * ^ 
These* sheets are kept on §i clipboard by the door. They ^ 
are very helpful 4n determining where/cl ients are -at shift 
changes and hectic periods* , v * 



SAMPLE FORM: SERVICE PLAN 



COMMUNITY CRISIS CENTER, INC. 
Service Plan 



Name 



Problem 
Area 



Objectives . 



Case § 
Staff 



Date 
Intake Date 



Previous Help 
Sought 



Plan of 
Action 



« V 



^ t 










* ♦ 












1 * * 








1 






gt - 










• 

• 

• 


y 




• 




* * 




:> > 






- ^ ^ - - \ ^ 

*« ' 









, ^(Pl lent Signature) * - ♦ 



^ • Prc^terrf '/Vre^ .Code* 



-^'^ K ffQUsijig* ^ <»*5- Financial 

^ , / ^.2^ PNys'lcIl rt&^lVh / ^^Employmeht ^ 
^ ' ^ • -^'S. MentaPHealVhCr 7'. Education/tralaing 

- ^'V. ' ' \ ^ ^ .8. .OthefispeciM 



(Staff Signature) 



^7 
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SAMPLE FORM: CHECKOUT SH|ET 



^ . COMMUNITY Cl?l SIS CENTER, INC.- 

, Checkout Sheet ♦ • . 

Questionnai re ♦ . *. . • 

, * * » * 

W6 ask you now', as you areMeaving the Crisis Center, to think 
about why you came* here, ^nd what you have accoir/pl i shed during 
your stay. ' 

K ^What was the reason you came here ? 

.2. VBefore you ^^^f what -did you think <h is pl^e.was 1 rk:e? 

3. Do you thfnk that ybur problem has been solved^ while ycJu 
were* here? * 

What will your" life be like in a year? 

5. - What would you change about the way the CCC works, irf tliese' 

^ areas? ^ ^ * * ' ' : ^ / ' » 

' * a. Tbe. 'contract you* make when ySu cqme in 

The way the staff ttre^ted-you (counselors, advocates, 
* * others^ ^ * v ' . 

' c/ The" House" Rules / * \ ^ 

. d. Household cleaning, cooking, etc. . *. • 

6. Do you feel that'ybu have changed while you were here? * - 

7. Do. you feel that v^ur kids have changed while ^iiey'^wer^ 
here? . How? 



^ 8- - What 15^ the most mporjtant thj^ng you learned or have done? 
9. What .does th^Xrisjs CenteV need or should fthey add? • ^ 
10. What did you like best? *i 
IK What didnit you nke?( * 

• • • . . . VL ' ' " 

12. Would you recommend^ i ttc^ a friend whc^ad a .pi'o'bJem? * 5 

13/^What are your future plans?^ What tlib^ydg. rteed to 5o 'rtow-to 
* .■(^ont1nue[ with your gpals? 

^J„'™;.1_ ^•-.r-„%^_ , 

^ 7**1 ^> .*Bo.ttQm o'f i*ntoke* form fiMeljS^oui . . ^ '^'l^*, 

. ' 'r:*-^ >Fo'l low up cards g.*(i^en,^wrftten*i^ blue* book. * 
' ^'Qut'* dat^e- in casebook , ' * 

!'04Jt"- date inVolodex ^ 



Stats ih front of x:asebook v / • \ 

> valuables and ^meds- from*safe' 



Shefets and towel s^tijrned>«-in ^ 
Room clean » • ^^^-^ 



Bed sprayed arvd •scruifSed 



SAMPL€ FOBM: OUTTAKE CLIENT EVALUAflOM OF CCC SERVICES' 
,-.«'. • . 

- " COMMUNITY CtllSIS CENTCK, INC. 

- ^ V • . •/ . 

' Outtake Client Evaluaitton ef Sefwces • 

' \ ■ •* , / Case# 



I . ' Accesslbi 1 1 ty 



.•..-/ 



Staff 
Date' 



\ 



2. Reception^ 



u 



^ General Attitode of 5^taff, 



k\ Counseling 



5. Support Croups ^ 



6. 



Advocacy 



1^ 



7. Civing Arrangements * 



8. 



House Pol Icies 



9. 
10. 



Setv^^ces to Children _ 



Experiences with Volunteefrs ^' 



1 K Suggest ions/Comments 
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'sample FORM: S^l X-MONTH FOLLOW-UP 



Ple^ase circle appropriate response 
* » • Ma i 1 on 



1. Describe how you are *cloing generally: Fine Fair Not Well 

2. Are you' now worfoing with another agency? Yes » No 

Which' one(s)? ^ [ . 

Are you seeing a j:ouns-e1or? Yes No 

Wha_t kj.nd? ' : ^ ' 

3. Since leaving the Center have your relationships with" 
family and friends xtianged? Yes • No If yes, how? 



5. 



6. 
7. 



Are you currently employed? Yes No How long?_ 



Whajt has be'en the most important factor-in maintaining 
your feeling good? The Center Other Counselors 

Family j& Friends, , My Job I'm not feeling good 
Would* you like us to contact you? " ^es Mo 
If you want us to contact you an^h the following infoi;- 
mation has changed, '^please let us know the changes. 
Phone Address •. 



Please remember that we care what happens to you. 



COMMUNITY CRISIS CENTER 

600 Margaret Place 
' Elgin, IL 60120 



COMMUNITY CRISIS CENTER 
600 Margaret Place 
Elgin, IL 60120 



ERIC 
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SAMPLE\f6RM:- SIX-MONTH FOLLOW-UP FORM 



COMMUNITY CRISIS CENTER, ^NC. 

Six-Month Follow-Up Form 

Case 

Staff «^ 


Date 



A 



NAME 



A. 



ADDRBSS 
PHONE 



■L PERSONALlGROWTH 
Self "Esteem 



Decision raking* Ability 
Coping/Anx\ety Level . 



I nJependenci/Dependence 



Self-De term iked' <3oa1s/Fo1 low Through 



m,.. FAMILY status' 
Legal 



giving Arrangements 
ifami 1y CoUr^sel ii 



* Fami ly. Relationships (Attitudes) 



ML ECONOMIC STATUS 



Emp 1 oyjn&D't 



Educa t i on/^ ra i n i ng 

* Public Funding 

Housing * 
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'sample FORM: SlX-MONlfl FOLLOW-UP '(Cont.) * 
I v.. CHILDREN 

— * 

/ r ^ 

r Attitude Changes / > ; 



Behavioral Changes 
SthooV Status 



i-^ Chil^ren^s Services/Activities 



V. - FAMILY VIOLEN.CE'^ (Relate tp Nature^of and Frequency) 



Adult RelatO^shi.ps 



Adult/Child Relationship 
Chi Id/Chi Id^ Relationship 



VI. INVOLVEMENT IN SERVICES S ACTIVITIES Uela^e to Frequency) 
Social Servt'ces 



Rehabilitative Services 



Coaajnunity Crisis Center Services 
Community Activities 4 



Community Crisis Center Activities 



VII. EVALUATION OF OTHER AGENCY SERVICES 

Service Comment Sv 



,\ (Cl i ent S ignature.) 
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iSOVSE V 
RVLBS 




House rules coftie in Xll sizes and degrees.*. They reflect the 
basic philosophy and sj^ructure of t>ie shelter in whi<:h they are 
used. They are crucial^ to the success of any program no matter 
how infornral or formal.' Th^y are important in terms of the , 
she^Iter, but even more fop the sake of the resident who will' 
feel more at ease more quickly if she knows exac"t^Iy what is ' 
expected of her. A clear set of rules can relieve even the 
most awkward of new situations."^ . ^ * 

In reviewing the house ^rules of many shelters*, we discove/ed, 
most. of them could be categorized as" follows: 

.RuJes de@ing„with violenc^. 

Rules dealing witji the use of drugs, alcohol, weapons. 

Rules. deal ii|g with housekeeping and meal planning. 

Rulis'^aling with the storage of medications and \ 
val uajDles . " 

Rul^s dealing- with privacy and confidentiality. 

Rules deal irig^wi th time*: meals, bed,- curfew, length' 
of stay ,< etc.- 

Rules about visitors and overnight visits away from 
the shelter. 

Rules about the spouse and/or men in general. 

Rules about the interaction between staff and resident, 
resident and resident,* etc. 

Rules dealing with childre'n, their supervision and 

discij)! ine. . * , ^ 

Hous'e rules must always spell out the explicit consequences of > 
a .broken rule. ' Shelters are somewhat "flexijjie with all but ' 
tt:ieir rules of safety and confidentiality because they are * ' \' 
anxicJUs to make it as comfortable as possible for residents to'.f 
stay. Therefbre, most shelters issue repeated e3^p'lanat ions arfd/ 
or warnings when* a minor rule is broken. 



The ultimate consequence is to be ^sked to leave. It can and^wi 1 1 
happen. Making sure the .Infraction did occur, exploring other 
shelter options, and acting quickly anH decisively should be the 
staff procedure. No matter how well such a situation is handled,' 
there wi I Lprobabl be an impact drt t>ie remaining residents — 
a good time for an intense and honest house meeting. * 

It is wise to have the resnSlent sign the house" 
rules signifying her understanding of them 
and her willingness to comply. Also, to plan 
a separate session with the children for 
Jnaking clear to them the rules which apply 
specifically to them. Children welcome 
structure particularly Pn- a new situation. - 

As tfhe last* paragraph of the Community 
Grisis Center house rules states: 

'•You are asked ^o live here- by these rules*. If you 
break a rule you may be asked to leave. We appreciate 
your cooperation which will make it'e^sier" for us to 
work^together on solutions to your crisis situati'on. 
If you need anything, please lef^us know. You 'are 
here to work on your problem; we are here to help." 
■ " . • 

HIDDLB CLASS VALVBS ie TKB KOUSB RVLBS 





The most often voiced concern of those. people responsible for 
actually writing down a shelter's house rules is,that*they wilj 
~a"ppear too "middle class'.' -~ that the nature of the rule's will - 
make the^ shel ter- appeajh to be making value judgements about^-a 
wide variety/ cJf different standards and life styles. This is*, 
a legitimate concern.' Por many of your families this is indeed 
a dif ferenj: \l i fe style the only time in their lives in which * 
they have lived without violence or the threa-r-of vio-lence*. 
They find themselves in a" home- like afmosphere,- ^but 'not the 
home environment. The structure becomes a comment on how a 
shelter program operates rather than on the "correct" life style. 
Besides, the -Structure will allow them to accomplish more, relax 
mqre, and ajlow the shelter to function more e^^fect i vely. 

I, ' 

Many of the moms have never enforced bedtime for their children. 
So they do not have, an<i have never Itad, any evening, adult time/ 
for themselves. In order for the shelter to provide counseling 
sery^ices and/br support groups such^adult time is necessary. 
Bedtimes are set down by the house rules and enforced by the moms. 
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The rul-ets) is not a comment on their life style, -merely a different 
'point of view, an alternative. .The ultimate decisioh upon leaving 
' th^ shelter is the woman's. 4$fs always, she is free to decide the 
W^y in which to stRjptt/re the 'home she provides for her and her 
r ^ chi Idren. i ' 

The following rules are Xhe House Rules of Saf^e House, Ann Arbor 
MicMgan: . ( 

% 

NO violence' - ' 
NO alcohol -gr drugs * ' * 

No' long distance phon^ calls are allowed. Qnjy emergency 

phone calls are allowed. jWe have only orte phone.. If 

yp.u need, to mike a personal call we ask you to use the 
' • P^y phone at the -gas station next door. 

EveryoneC'must si^n in and out and return by, 7 p.m. 
Breakfast? (7:30' 8:30) and" lunches (12 noon to 1 p.m.) 

are individual mother's responsibility. Menus are 
' . • posted in the kitchen. , 

Dinners (6:00 to 71-00) are prepared vyith the help of the 

^ouse Motijer. Wnus are po^Sted. 
Cleap-up must be, shared by all\^ a rotating basis which 

is planned. 

House meetings will, take place vs^henever necessary aod can 
be. called by anyone who wants to talk Wth everyone. A' 
minimum of 3 nightly meetings are held on Monday, Tuesday, 
e and. Thursday^ nights from 8:'30 to 9:30. ^ 

Quiet time is TO p.m. to 7 a.m. 
ChMdren are not allowed in the office. 

Mothers are r't^porfsi ble for the care and feeding of their ^ - ^ 
chilcjren, at all times. . *. ' 

;We encourage xlean-^iness. Rlease pick up after children; 
^ house must be swept da i ly, ^jDath rooms cleaned, etc. 

When you leave you need to strip you beds andT be formally 

•discharged, this* is, sLgn out. 
While you are-here you are "responsible for washing your \ 
towels, sheets, and' cl<?thi ng. \ . - 

30 days 1 s- the^ maximum stay; women are expected to find new 

housing within 15 days or as soon as possible. • \ r- 
Guest must sign Release of Liabilit/ forms and Agreement to ; 
Repay. ^ * . \ 

'Look your 'house rules carefully. Do not hesitate to change 
them, delete from or add to t'hem. If they are never-changing, you 
are not giving them enough thought, .^x^ 

^The Community Crisis Center began with a blank sheet of%paper"it 
titied "House RuJes". Each rule was Written as the need became 

' . - - T' • ' - . \_ 
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apparent. The rules came after the •fact until the staff had 
enough sensitivity and experience to anticipate needs and/or 
•changes. 



GOMUflCVNITY CRISIS CBNI^BR KOUSB RULBS 

^ fio viotehce^of any kind in the house. ^ ' ; 

^No men on second floor. No weapons in the house. i 
Np smoking, lit candles, or food on the second floor. \ . 
No drunkenness in the house. 

No alcoholic beverages in tha* house. ' ' ' 

No^drugsV other thanspecial medicine which must be 
^ • ^kept in the safe. , 

You must be fully dressed to come downstairs after 9 a.m. 
Non-residents are not a Hewed in the house before 9 a.m. 
No'borrowing cigArettjss, money or food from staff, 

cl ients, volunteers. 
Do not enter any bedroom other than the one in Which*. you 

sleep. Respect other's privacy and^property. 

Put money and valuables in the safe. , ^ 
Common courtesy is expected in manners and behavior. • 

General quit6 is expected. after 8 g.m. 
Notify staff when v;ou plan to go out and when you will 

feturn-; , Sign-out .sheet must be filled out by you 

and initialed by staff before you leave. 
Doors are locked at 11:00 p.m. •You'must be in by 10:30-Tp.m. 
Bedtime . . . Adults H:00 p.jn. Children 8:00 p.m.. 
Overnight visits'^are not allowed. 

Observe household procedure regarding. cleaning and meals. 

Mothers^are responsible for their children at alj 'times, 
unless prior approval for babysitting is cleared 
wi th staff. No one el se, may di scipl ine a chi Id wi th- 
out parent's consent. Children are not allowed to 
play on stairs or upstairs. 

The pay phohes m'ust 'be used for all personal calls • . - 
It will^not be answered by staff. Office phones may 
be used /or calls about jobs and chousing, .for which 
we wilj tak^ messages. Permission must be given by 
staff eaph time you use the office phone. 

Vour presence is expe<;ted at dinneV each night* 

You are expected to be using your time and money wisely, 
^ou cannot afford to waste either one. 

An individual sess ion-*wi th ia counteelor is requiVed eac1i 
day to consult on .your prsogress and work on solutions. 
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When you bring together 10^- 15 people from various backgrounds 
and environments In the same househol d^i>^6u can .anticlpa^^e houses- 
keeping problems. Add to that the fact that you could be shel- 
ter I ng 3X)T) to 500 people, each* year — people Inxrisis — and ^ 
you may expect even greater problems^ ^ - 

However, it is wrong to assume that people in crisis can*t'or ^ 
won' t want ♦to contribute td the general maintenance of th^ faci- 
lity. This point Is made by the early experience of the Community 
Crisis GenteV \ • ' ^ 

'When the Center began to provide s'ervices', the staff and board 
assumed residents would need and want plenty of relaxation time. 
Carrying this to the extreme, volunteers were asked to dp most 
of the cleaning, cooking,' laundry, and general maintenance. F^r 
a time, this plan seemed to be working. Slowly came the reali- 
zation that tKere was .a faster-than-expected turnover in volun- 
teers^ and some grow'ing Pesenthient betweep volunteers and residents. 
•Perhaps, to some extent, this is**the- same resentment that can 

, occur in ^ny household In, which 'the people^who "mess up^'^are not ^ 
the same people who are responsible for clean-up. r : 

Just as the situation was getting ser^lous;. the problem was brought 
to the atte^thsTT^f the staff, by a res'^ident: "Why don't you let, 
rfte clean?T" Ooh't y^M:hijik-^l aan do it, good enough?" . 

Staff quickly caTl^d together current residents /former residents, 
* and vol unteers.^ They sought arnevJ^'perspectlve^ new atti tudes, ' 
and different expectations. Cut of that' meeting came the' awareness 
that reslflents often felt,?:Je'ft outfoffen felt they had been denied 
the opportunity to contribute. ^ FurtHeT", -many said they would find 
the everyday "nitty gri.tty" of housework relaxing, even .therapeutic. 
The policy needed to be changed from one that made residents feel 
dependent and helpless, to one that made thenr-feel capable and a 
.part of the total program. r 

Changes were made immed'iatelyT The staff began to expect the help 
of residents and to give support and "strokes" for any contribution 
^ or suggestion. Upon intake or shortl^y^hereaf ter , expectations 
are clearly communicated. Many shelters have such^e^pectatlons/ 
rules.^^ The most common are: , . ^ 
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/Each residerrt-is responsible forVier own belongings and 
those of her children. 

^^ach resident is responsible for ma i nta i n mg her family's 
Y sleeping area in a^clean and orderly fashion. 

/Each resident i s- responsi ble for contributing to. the - ^ 
maintenance o,f the -common rooms. 



✓ Each resident is expec'tecf to contribute daily to. meal 
planning, preparation, service,; and ciean~up. 

Enforcement and ertactment^of .these "rules vary from/shelter to 
shelter. One x>f the most complete chore plan* is. the one usea by 
Safe House in Ann Arbor, Michigan. The chart appears on the \ ' 
following page. "^^--w^-V • / 

Other rules such as 1 imi t i ng tfood and beverages to the kitchen 
or dining area, requiring everyone to rinse cups and'glasses 
and stack them in the d i shwasher,- etc. , can help keep chores and 
'accidents to a minimum. 

ff the budget will permit, a p%rt-time housekeeper can be'an 
asspt to the program without taking over the responsibilities 
that should be 'those of the resident. 

The housekeeper at the Community CrisW Center »works 2t) hours each 
week and does the^meal planning, prepares the shopping list, does 
the house laundry, and "the heavy cleani.ng. All residents are' 
ask^d for their menu and recipe suggestions, expected to add to * 
the shopping- list as nieces sary, launder* thei r own linens, and . 
assume.responsibil iTy^far extra cleaning projects as time will 
al low. • . • / 

The hou?ekeepec- posit ion was originally part of a CETA Publ>«s.S'eV- 
.vice Employment project. After' one year the Center was; able to 
hire In accordance with the PSE contract. When resident papulation 
is low, the housekeeper wi 1 1 thoroughly clean al 1 • rooms and storage 
areas^ Each;^ay she will prepare some portion of the evening meal 
with residential 1 1 ing In the blanks". 

Our housekeeper, Betty, has^ecome'a mother to residents and staf^ 
alike.. We all look forward to* h^ /'good les'* and ar^ frequently 
amazed at the baking successes shells able to prepare even when we 
are temporarily out of eggs and inilk. '\ 

If a separate^housekeeper position Is out of the question, meal 
planning and supervision of the household should be duties included 
in the job* descr ipf ioh of one staff person. 





Th!^ Cle^nlAg Chart Is used by the residents at SAFE 
House in Ann Arbor Michigan. 4f more than 7 women 
live at the shelter at any one ^me, the duties as assigned 
to ^1. *2. ^ etc^re divided and two women are glvep 
*1. *2. etc. 

Cleaning Duties Chart 



,5:00 p.m.- ^ 

V 

7:30 p.m. 



Job 

• "A" 
^:00 a.ih. 



**B" 
2:00 p.m. 

rc". 

4.'00 p.m. 



Description 

- Mid*morning clean*up 
1/ All dishes washed/dried and stored 

In their propter places. 
2. All countei^ top^ cleaned; table tops 

cleaned. 

* 3. Kitchen and dining, floors cleaned. 
4. •Waste briskets emptied and /leaned. 

Mid*afternoon clean»i|p 
(Same as described in Job "A") 

Pick up and vacum d(^nstairs 

1. All toys piit in their proper places. 

2. Books arranged in neat order. 

3. All furniture ^dusted; ashtrays, 
cleaned. . ' ' i 

4. Hall area and living^roonri vacumed. 



1,0:00 a.m. 



i 



fevehing meal preparation 

1. Prepare planned menu. ' 

2. Set t^ble * 

.3-. Clean and organize cooking 
utensils. 

' Evening meal cl^an-up - 

1 . All dishe$ washed, dried, and stored 
in their proper places. 

2. Table and counter tops cleaned. 

3. Kitchen and pantry floors cloned, 
mopped '(daily); diniiig area^ac* 
uumed.- 

4. Empty waste baskets. 

Bathroom clean«up - 
*1. Clean and disinfect entke bath* 
room; ^replace soap and towels. 
^2. Empty waste cpptainefs; clean'uertis 
3. Vacuum carpeted area. 
4r* Check bathroom * periodically^ for 



cleanliness and 'supples. 



8:q0 p.m.' 



Baserherit.clcan-up f 
1. Was(), fold, ati^ store linen fln^its 

proper place.^ . 
, 2. Clean washer parts. ^ /^^ 

3. * Empty trash containers; tidy||ntire 
• area. ' >|l 

4. Call adults to house meeting | 
(9:00 p.m.) ^ * 'i 

5. Record minutes of house meeQi^^ 

■■' . X. 
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^PMffi mlftft j gtf'iftfty shelter managements^ . . 

MBAIi PLANNINiG 



Try to find a volunteer or attract an Intern with 
a home economics/nutrition background tb plan a 
month of menus/ taking into consideration the 
budget dnd fh^^act that the number of'^ residents • 
wi IK vary frornT&Sy to day. Alternate plans nfeed 
to he avai l^bJe for ^those tiMes when the nljmbers 
suddenly soifr'^from three to thirteen. ^ , ^ ^ 
* > i 

'Student nu^rses^i^particAjlarly those interested in-public health, 
•may be interested in suc| a nutrition project. Also, reques,t 
information from your stat6 university, state farm bureau, "and* 
the state or county extension srervice. 

When planning meals, do npt rely on convenience foods or packaged 
mixes. These* Items are too expensive and^suafly full of sug^r 
and artificial additjves.' People in crisis do not heed .large 
.amounts of elthe'r to add to possible mood swings. ' . ^ 

'At \the Community Crisis Center, the evening^menu is the ohVy pre- , 
planned meal. Breakfast and lunchr-are usually left-up to the ^ 
residents. -Residents are busy during the day SQ it is difficult 
for everygne to -sit down togeth^V" until the evening meal. ^ ^- ' 

Breakfast is usually cold or hot cer'eal', occasionally egg;S, and ' 
rarely^ baeoa. ' Sometimes /noms will fix pancakeV or frjpnch toast. - 
•In- that instance, two or niore^are' encouraged to do so together. » * 

""Lunch, being another Indi vidua lS^roj6(jt, usually feat?ures left- 
pvers or sandwiches. • When ,theVe fa»:e f^^pV o*^^^ 
chi ldren,* staying at the Center, the /^n^uslkeeper wi 1 P orga'i?l2e 
the preparation of sandwi cfies ,'*soup, • et^. ' A - ^ . • / 

At- th^ Cent^r/'^clean-.gp ^f ter;breekfa^ .and Jurv6ti is tf^ responr^* 
'sibility of the ihdi^Hdual , .^d not part of • the ^regular chore ^ 
aslsigjiments.- * ' * J - ' ! " * ' / ? 

' • • ^ * ' 

Thfe Cfei si 5* Centers ^o^s not puf'fchas^ ^snack ,foS^ . Occasional ly , ^ 
such*foods will be donated, and, of cours^lt is not'turn^sd down. ^ 
Preferred, snacks J nclude popcorn, raw vegetables, frurt j[In 
season),' cheese or peanut butter (botii government commodities)/ 
on cracker?. • . >-* • • \- 

A Sample Meal Plan* is^shown-on the fol lowing^pagey New residents 
are asked about* food allergies ^nd preferences* jhey are encouraged 
to make menu suggestions' and to .assume * r-espons Ibi 1 i ty for the^ . 
preparation 'of the meals.* They 'are particularly eticou?"aged to ^ 
share ethnic dishes; I / ^ -f. 

■ .-, -,0, 



SUNDAY 



SAMPLE MENU 



Pot Roast 

Oven Browned Potatoes 

Green Bean Casserole 

Cherry Jell-o with FruIT'^iPkt^ 1 1 



MQWOAY 

TUESDAY ^; 

WEDNESDAY 
> 

*thursd/,y 

/FRIDAY' 



•SATUR 






JacoS - meat filling, let^ce, cheese 
Fruit Compote , ' * ' 

OatmeaH Cook^hes 

^Chop ^ey (using left over' pot roast) 
Brown Rice • 
Brownies . 

Chili ' V ' ' 

Macaroni 
GrT^en Salad . 
^ananna Bread 

Ham SI ice^ 

Scalloped Potatoes ^ i 
Peas^ . ' * ' 

Fruit Salad 

Hot pogs 
Baked Beans * 
Green Salad^ ' ^ ^ 

Cookies/Pudding , * 1 ' 

Pizza Party ^ ' , ^ 

Green Salad with Vinegar & Oil Dressing 

Chocolate Cake 
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SKOPPIKG 



Sh'opplng should be the responsi bM i ty of one 
person who also does the meal planning or who 
can work well with the plainer on a long-term^, 
basis. It could be a paid staff position, butx , 
more likely it will be done by a voluilteer. Per- 
haps a team of two or three could assume the 
responsibility even a small club. Retired ^ 
-^^t^^^ school teachers, church circle^, etc., ma>^ be 
^^^sjj^ter'ested, even a scout troop.^ the total 
committment should be one of av least 3. to* 5 
hours weekly for, hopefully, a si^-month period, ^y J^ss wiH ^ 
lead to confusion and. overlooked bargains. The shopper does make 
a difference. IDores, the volunteer shopper ffi^r the Community Crisis 
Center for four and one-half years, has had -an* important impact 
on this very impqrtant par^t of t^e program. Because of her per- 
severence, ingenuity, and her commitment, the household budge^, 
including all paper products, cleaning supplies, and much mrscel- ? 
laneoas, has never exceeded $400;00 per month. It is usually 
closer to $300.00. - 

All those things you have learned to clo^ln order \o 
stretch your personal shopping dollar, can be applied 
tp shppping f-or the shelter. However, Ijecause of th€ 
numbei;;S^nvolved everything must be done on a largec 
scale. 



Checks into government commodities. They are usually 
dispersed through your. state department of education 
or agriculture, and are easy to-obtain. A notariz^ed 
letter explaining your- services, a few forms, ^your tax- 
exempt/not-for-profit status, and you .should Be receiving 
commodities. 

Commodi tips" can include dry milk, macaroni, beans, fPour, 
peanut butter, cheese, ljutter, map le^. syrup, rice, etc* 
Adequate storage may be a problem as the amounts are 
large — 50 lbs. 6} beans, 30 lbs. of cheese and^ butter 7 
etc. Suggestion: plastic garbage 'cans wi th locking lids 
make ^excel lent dry storage^for rice,, beans, etc. The 
cans come in various sizes ^and. can « be lined with plastic 
garbage bags for quick cle^h-up.* 

Clip coupons, organize, them, and use them. Solicit 
left-over coupons from tHS^ coupon clippers in your 
community, or swap your dog food coupons for- their shampoo 
coupons. Often retired pepple are experts -- they have 
to be.^ Also, col lect^those 2SC or more refund coupons 



and make sure to keep^the necessary pcoof of purchasi 
labels, etc. for^^ma^l i ng. * ^ 

Shop the specials. Try to allow enough ir> eacJ 
month's food' a Vlowan^e to take advantage of 
quant i?>^ buying. ^ ' ' " 

Contact all food chains, fast-food franchises, aKjd 
hocal restaurants. Ask for free 'coupons , leftovers, 
whatever. What happens to^the left-over cjonuts in 0 
franchise tha^t advertises fresh' donuts^every fQ^r hours? 

Let the word outjn the community that you are 
willing apd able' to pjck up and use up their left- 
overs from meetings, pot luck dinners, cpmpany p-icnics', 
etc. What you can'^t use' i'mmed lately , can be frozen for 
_later. Everyone enjoys a night off from .cooking; .it's 
Important to plan an occasional one for your residents. 

Plant ^ garden. ^No matter where you are, try to 
grow something. Anything^f rom a half-acre ploti 
to a kitchen herb garden can be economical, but more 
importantly therapeutic.,. Nurturing and producing can 
help create a sense o/ tommujii fy and responsibility* 
Plannl'ng a' garden can be a volunteer project for residents 
in combination with IocaJ garden clubs and frustrated 
apartment dwellers. ^ D on't forget th e flowers — can't ' 
eat them, but they oai^^be food tor tfl^ soul! 

ManV^'apartraient complexes, forest preserv^., parks, etc.,^ 
haVp large areas whereS^ople ,can rent or just use gardeL 
space for an entire seasotv. I^f you can, plan and tend () 
such a plot* Lacking sufficient help, ask each person,/ 
with a|^lot to plant one tomato or pepper, or whatever, • 
for tTie Center. When you are tending an. entire garden, 
the fruit of one plant hsn/t much to. share.- Be prepared / 
to receTve "tons" of zucchini and. other types of squash: 
The yields always seem to stirprise gardeners — but that 
is to your advantage. 



Make friends with other agencies, particularly better 
known, .large residential facili^Jes. Often they pur- 
chase all the if* food J n bulk .and therefore have meals 
planned' for flionths in acjyance. They are less likely*to 
welcome unexpected donations. If they knoy/^hat you need 
and want, they will usually be happy to refer would-be' 
donors to you. * . ' 

-» * 

Speaking of bulk^buying, consider such a'step very care- 
fuMy. "^our storage area needs to be quite large and 
dependable, and your cash flow adequate to allow for a 
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large expenditure followed by several smaller ones. 
The advantages of a shopping service are obvi&us. 
They will deliver and the expfense .j|s rather predict-i 
^ able. At the least consider bulk-purchase of cleaning 

supplies, particularly laundry detergent, etc. . 

, P&BCAUTZONS 

Managing a shelter is a constant battle between, maintaining a 
home-like atmosphere and the institutional necessities dictated' 
by a concern for health and safety. Most difficult is the matter 
of disease prevent4on. Given the appropriate set of circumstances," 
serious disease'can spread quickly to residents and staff alike. 

The following are some precautions titat can be taken without 
upsetting the homey atmosphere you will be striving for: 

Wash all dishe^s in the dishwasher, ev<n-coffe cups, single 
pirates, etc. The dishwasher should always be set at the hot^st 
possible seeing. If you do not h^ve* a dishwasher, add bl&actrto 
the rinse water, washing dishes first in soapy water, then letting 
them soak in the bFeach water. Then rihse thoroughly in' the 
hottest water possible. This procedure seems like a lot of trouble 
Much less trouble, however, than a house full of strep throat .and 
flu. . ^ 

Wtm Use only foaQi pillows for saijtary purposes.. If feather 
pillows are donated they can. usually be sold for a good price at 
i garage sale. ^ Foam pillows are necessary fdr those resldentsr 
who have allergies.. 

m Invest in plastic mattress and pi 1 low covers. . This will cut 
down on the gM^^d of infection as they are easily disinfected, 
protect the ^SKling f roip- bed-wetters, and general 1y help the beddlni 
to last longer.* Plastic covers are easy to obtai'n through catalog 
stores or discount houses. They may seerrt expensi.ve even when on 
sale, but they will last a long-^time. 

warn When washing house laundry, particularly linens, bleach shojjld 
be added to the water as a matter of course. Uponjeaving, each 
resident should be required to not only\wash thelf linens, but 
also to scrub downythe plastic covers with bleacK water and spray 
wi th disinfectant. ' ^ , \ 



Before leaving the subject of housekeeping, it is important to 
consider the m?ny pest problems you may encounter. If you are 
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ablev include a 'regular' spraying plan by ar\ exterminator' each 
month. Thpy will Vspray aga i nst cdckroache,s\ silver fish, ^nts,' 
waterbugs, etc., fof about $20 to^ $-50 per m^th depending pn 
your Ipcation ^nd the sizeof your fac i 1 i ty* \ At >the least, 
consider. a twice oV three times -^per year <spra\lng supplemented/ 
by regular weekly treatments wUh a househol d\pray, 

^ * \ " ^ 

Don't wait until' you see "them" to be^in cjuchvaVprogram. Assume 
y^ou will ^have these "uninvited" guests eventually an& invest^in 
prevention. It is usually cheaper. Providing sJtorage for extra 
boxed or bagged^ belong fngs of resident§^away fromXthe house, and 
us4ng open storage areas as opposed to- drawers in\he sleeping 
areas ^i 11 also cut down on your" pes^ problems. 
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VOLUNTEERS 



^ * 



Most existing_^el ters had their grass roVts beginnings due to 
the hard work and concern of community volunteers. Volunteers 
can remain a vital part of the shelter program if their service 
is evaluated and updated along with the growth of the shelter ^ 
program. This "chapter will deal 
specifically with a volunteer 
program irr a shelter setting 
which has a hired profes- 
sional staff as opposed 
to a totally volunteer 
staff. This model views 
volunteers in a support 
role with ultimate respon- 
sibility for client service 

assumed by the paid staff.' Thisdoe$ not -minimize the valuable, 
service provided and prog ram 'j^|pas developed by, the volunteer 
staff. A wide variety of people — men and women, old and youn^- 
with varying skills can be^valuable to an agency program. 

A primary consideration i n- the- success of a vol'unteer program is 
the support for the program by the paid staff. This can be accom- 
plished by involving the staff in volunteer training, pro'^rain 
ideas, and 1;^he evaluation process. A sense of coof^er;at ion and 
respect between the volunteej: and prof^essron'al staff - is esseatlaK 



\ 




To dev^op a statement of philosophy ot> unte^rs 
teerism such as the fol lowing may be' helpful: 



d volun* 




The Community Crisis Center wishes to create a 
support ive ^envi ronment where people can more fuMy 
realize their worth as human beings* and take control 
of their own lives. Volunteers who wish to be in- 
volved in this process directly of indirectly are, 
welcome. We are committed to, the iclea of meeting . 
the volunteer needs along with the needs of the ^ . 
Center. Training and/or or ientation* are required 
to familiarize the vol unteer wi th the Center a^cjL its 
servjxes. On-goi ng staff support is available to* 
^help fulfill the volunteer's commi tment"^ agreement. 
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JQB DESCRIPTIONS 



Although some people work best with definite re 
sponsibi 1 I ties assigned, others are able to gi 
better service when they understand the total 
program (thrdugh training) and ider/tjfy ways' 
to fit in. Even with defined job descrip- • " 
tions, there must be flexibility for the 
volunteer to use his/her own creativity, 
i.e., if a volunteer is tabulating a survey 
she/he might.be encouraged to determine what 
form this would take. 



Examples of volunteer roles might include child 
care worker, transportation provider, support. service person, 
meal planner/inventory, office help, committee member, guest' 
speaker, tutor, fund raiser, clothing organizer, \etiet writer, 
graphic designer, support group leader, remodeler or repair 
person. This is only a partial list of possi bil i ties. Your 
own list shoul^l be varied toJnclude opportunities for direct 
and indirect services, short and long term projects. 




IMPLBMBNTina THE VOLVKTEER PROaRAM 



—►^ RECRUITMENT: 
volunteers are: 



Some effective ways to identify potential * 



newspaper articles 
speaking for community groups 
personal contacts ' * 
posters/church bulletins 
radio spots 



Have a- Volunteer program artd the volunteers wi ll spread the woVd! ' 

APPLICATION/ 1 NTERV I EW)\ A prepared application form should 
reflect informatiBn you think relates tb service in yogr program 
-(i.e., knowledge of a foreign language, access to car, time 
available, previous volunteer experience; skills and interests) 
in addition to the usual name and address iftformation. Everyone ^ 
who expresses initial Interest in your program yf 11 not follow 
through. Some only want more informatipn and will recognlze».i t's 
npt the place for them. Be honest in describi^ng yoifr program 
and services, the. daily act'ivi'tfes, .and the nature of your clients 
so vplunteef-s can make a free choice. %Some wi 1 P use thi s 'avenae^ 
to secur^e the ser.vices of your agency for themselves or' a friend. 
Be .sensitive to the fact thafsome cannp/ ask for assistance di- 
fectly— - they may be referred. *o a counselor f t!iU_ .seems appro- 
pnatQ. Use the interview to gain some knowledge of the applicant^ 
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motivation to yol unteer, view of "helping" people, general 
appearance, personality trai ts,. areas of interest,, ski I Is, and 
eduction. . • , • 



-—►TRAINING S.ESSIONS: Itiitial training is important for^ 
volunteers in. all capacities. Understanding the agency and how 
one fits^ in helps* the volunteer and the agency alike. Numbers 
of sessions (2- - h) is arbitrary, but a minimum of 6 hours 
total is suggested, \Two. areas that seerti vital to include are 
orientation and skill development.^ 



Of/ientation should cover the history, services, en- 
vironment (including tour of the shelter), policies, 
procedures,^ staff introduction, and discussion of their 
respons'ibi I tties. It should be pointed out that a place 
has been set aside for volunteers to Teave and receive 
messages, leave personal items, record hours of service 
provided, a;id have access to supplies needed for projects, 

Skill development, iar necessary to give the volunteer 
tools for handling the daily interactions with staff , 
clients and other volunteers and to further define their 
a volunteer^ Components of skill development 



role 
are: 


as 










m 





in crisis 
responses 



behaviors 



Discussing the pers.on 
observed and personal 

Practicing active .listening skills 

Discussing attitude adjustment with emphasis 
on' being non-judgementa I , helpfSl, sharing 
and flexible ^ ^ 

Discussion of s^upfJort role as opposed .to 
counsel-or role ) 



Working through, some "What if 
tions based on typical cases 



sj t;ua- 




SCHEDULING/RECORD KE^EPING: ^ A large calendar c^Tl. be used to 
srtow when volunteers will be' on duty. It should be their respon 
sioility to update this with accurate times. As many financial 
grants requi re* information on number of volunteer hours provided 
to the'^agency, i^t is important to keep an accurate record, 
should be provided for volunteers to enter a brief descriptioir of 
their service, time,* and additional remarks. ' 



A "log". 



^' ►REClOGN'tTION can be providfed in a variety of way^. The \ope ^ *• ' 

IS to create^^n environment of /ormal and. infocmal recognitioh so 
V.the volunteer has the feeling of being importarrt to your^ram. " * 
It nay dome as a hug from a small child a.t bedtime, a simple 
smi je.and "thanks", a recognition of their "good idea", or anv,' ' ' ^ 
invitation to a recognition dinner.* It fsn't always necessary to give" 
• numbers of hours one, has put in but point out that all have made 
J a contribution based on their situation at. the time. 

An optional monthly meeting can provid^ -mformal recognition", a ' 
tjme for sharing expferiences, and developing new ideas. Vslun- 
teers enjoy anti learn from what others are doing. 



This information has «ot been written in detail for a purpose 
TRere excellent red«urces available to fii%n the blanks. 
'Volunta\y Actien Centers within your area BroviJi%<cel lent 
materials related to intervie^irtg,. recrui tment, recognition 
supervision, training and^a variety of topics that deal with the 
broad area of voluntteers and volunteer coordinatidn. They have 
excellent replicable appNcatJon forms and other Vedbrd-keepinq 
materials to share. Contact the ACTION agency in your area to' 
-learn more. Another helpful resource is ^T^e Effect ive Coordi- 
nat ion of Volunteers,^ by Lorrain Lafata "publ. i shed by the Domestic 
Violence- Project, ' ln£., of Ann Arbor, Michigan. ' 
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You wM 1 always remember therfir^st orte the first child to starg 
"^^t you.^ith "old-sold;^r" eyfes. The one. that was beyond^ ^^a^t ing 
out'' and on the way to apathy.^ Or perhaps you will remember the.'- - 
three* year. old boy who was allowed, even encouraged to "discipline" - 
his sisters and his motHer— the child who coiild only "hit^vhen^ ' 
he wanted- attention, ^'hit" when he was happy and when he was ' • 
angry. His emotions seemed unrelate,d to his actions except .'he 
.had-.learned, that "hitj^g worTs". * - ' : ^ 

Some of th^ chil'dren wii^ themselves be^ictims of abuse, Qth^rs 
have "only" wi tnessed ,the victimization of others (probably mom). 
Either Wayr^e effects are s-imilar and the result almost always 
the same. UsS^lly these ^chi 1 dren Will chbose'to live' in violent \ 
situations as adults. So the. vicious cycle continues with violeace-, 
becoming a family tradition passed down f rom^^nerat ion'to genei;at ion 

For those ctii Id^ren^ staying at thfe sheTter, 
this may be the only time Fn their fives in 
which they are able to 1 rve without vio- 
lence.* For some, the calm an? caring , at- 
mosphere *wi 1 1 be a welcome relief. 
Strangely enough", all .of them may not 
welcome the changp. This is- because. . 
inany. of them have learned tp equate lQve*!^ 
^and violence; a£ the 'shelter no one will 
care enough- to hit.them* Also,' change is:, 
difficult for everyone, especially children 
coming f rom ,an unstable-environment, who 
seem to cling to any shred of routiiie and structure. 
After all, a known fe^r is less frightening than the 
unknown.^ These children have had- lots of time and opportunity 
to\deve^lop ways of , coping with theiir "known" fears. Living without* 
those fears, and/or^^syalng mechani sm ^can be unsettling. What 
can be done for. these children within your shelter program' to 
minimjze the dfsruptibn of lives, offer physical , mental and^ 
emotional, support, "and work toward breaking the cycle of violence? 
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Make a strong statement for nen-violence. Allow no violence -- 
even in the name of discipline. That means NO violent behavior 
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allowed between parent and child, sibling and sibling, 
or child and child. VIOLENCE I S_NOT ACCEPTABLE/ It 
is important, at the same time, to hel^ the parent 
learn new methods of discipline rather than giving up 
on discipline completely. • l.t is also crucial for, the 
child to learrwthat he/she msut ask for what is 
needed or yvantW, and to learn to deal with anger with-- 
out inf l*icting-pain on others. Be careful not to outlaw 
anger. Anger can serve a very re^al purpose, andvyour 
concern -must only be inappropriate behavior reactions 
^to anger.' ^ ^ ^ ^ ^ ^ 

Jhe Community Crisis Center has found it helpful to 
always deal with violent behavior in ay^alm, concerned 
manner*. In the situation 6f a child ^ tt i ng ^anotheV 

.child, mom or a staff person would^ 
by gently restraining the perpetfatq 
don't hit here.y What did you want 

.are you angry?'* The goal is verbalization of the 
anxiety, frustration, or anger with the promise that 
something can'and will begone about it.' Of ten -the 
child is shocked by the calm non-violent response to 
his/her violent behavior. They, are often nojt .ready 
to talk about <he incident and/or their feeHhgs right* 
away. You must be patient and wait .for an opportunity 

_to discuss those feelings, thoughts, plans', etc. Ver- 
bal izat-loo-and learning to cope are difficult tasks 
antj take 'a Jong time. Usually, the shelter experience 
is onfy the beginning. ' 




letly"^ intervene 
and say, "We 
1y to do? *Vhy 
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Some children may have to be simply removed from the 
sitiiation,^ given a Shance to cool down, and giyeii NO 
reinforcement for '.J|ie violent* behavior . Theretis the 
darjger of giving too much atten't ion *fo the violent 
behavior,^even negative attention. Many children will 
nbt or cannot di fferent iate between negative and positive 
^ttehtion, but rather learn that a particular behavior 
results, in attention. In such cases It is necessary 
tp- ignore as much as possible the unacceptable tehavttor*,. 
and to acknowledge only the acceptable behavior. 

Obviously, these plans must be adopted by mom and the^ ^ 
entire stgff in order^to be successful. Everyone, 
however, must be aware^-df the effe<ftiveness or lack ' 
df effectiveness of any particular plan, ^and be-open 
to new ideas and ready .to change directions. ' ^ 
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Arrange for a one-^ncone relationship between a child and 
a volunteer whenever possible. Selection of the volunteer. 



I-.--.- - , , 

should be done very, careful ly out of a concern for the child*s * 

needs and the vpl unteec ' s commi tmerrt . It is sometimes important 

for that volunteer to-be a male who Is selected tp serve a 

non7viol^nt role model. Regacdless^f the particular situation, 

it is nmportant for each child to* find a-stable relationship 
within. the cri'si s si tuat ion. Finding that can make alj the ; 
difference. • . ^ ' " ^ 



(Provide , education within la regular school system if «S^t all ' 
possible. It IS sometime^s possible with the help of a 
transportation volunteer and in cases where the father is not 
going to atterppt tc^ t^ke the children, to keep the children in 
their own school* Where this not possible?, and it is ^Iso 
uncertain wh6n -mom will choose to relocate, consider entering 
the chjld into the school closest to t-he shelter using- the 
shelter address. In some case^ neither alternative will be 
f-easible. In that care,, the shelter must prov^tde an on-site 
clas^sroom or tutprinq si tuation. If the space and^'the ^staf f ar^e * 
available even on a p^t-time basis, a learning l:enter/^ i brary 
room can be an appropriate setting when a, classroom/study setting 
is indicated., •Often retired or substitute teachers are willing 
to secve as volunteers and, in at least gne ^^nstarrce, the M oca J 
school system 'was\wi 1 i;ing to supply a teacher to the shelter 
f aci 1 i ty . 



BasicaHyjthe shelter'^ position should be one jdf communicating 
with the child directly, assessing hi s/her needs^apart from thosd% 
-pr f the i T iOthe r and/or the family, and seeing to it jthat those needs 
are addressed. It ls~Important to let th^ chi 1 d know that the 
world can be, a caring, Wejcbmi ng, pi ace — that some adults care 
for others just because they are humag beings. 

The more you. work with the children, the fnore you will be convinced 
that. the actual vPctim of domest^ic violence is nrft the^only victim 
witnesses c^ be victims too. 
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We (shelters) are all working toward our own demise.* If we 
are really successful, our size will dimitiish due to increased 
-community awarenes-s and response. Unfortunately, there is much 
work to* be do^e between that time. and this. 

To facilitate our efficient and^eff^ctive* growth 
we need to: - < 

V 

Develop and .maintain a nation-wide Tietwork ^ 




of communication among shelters, groups 
working toward shelters, related service-: 
provi^dbrs, elected bfficials, dtp.- We 
fi^6d'-T»i=»fe^k to one another — sharing , 
expertise ^ ^ ^ 

Develop a research tool to help define the problem and begin 
to exploje and document possible treatment plans, Ve need 
to know who we are serving and the^ best vyays to provide that 
serv I ce . ""^ \ . . . 7 

Record and document services and service statistics nation-: 
wide. Formulate standardized data collection for'the purpose 
of comparison and direction. Begin todraw conclusions about 
the relationship betwe^en population, d'rea,' location and the* 
necessary number of shelter facilities. need to know hew 
many people in how wide an, area can be adequately served 



f .a^s^gle shelter facility . 
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Develop and provide well-planned children's progranming. If 
we are to be able to "break the c^^cle of violence",' the child- 
ren must be our. focus. • " - ^ 



Develop and provide progr^mmi tig/ treatment fpfr batterers . 



Continue to encourage community awareness parti-cularly on, the 
part of the "gate-keepfers". — teachers, lawyer'^, caseworkers," 
clergy, etc. 

Work toward appropriate commurii ty responses — legal'ly, 
sociality, economj(6a 1 >y — partJcularly for wdmen-: 
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In closing, I would hope- we who work with victims of domestrt 
.violence will remember pot to generalize being abused is not 
the sum and substance of anyone* s existence; it is a -problem 
to.be dealt-^with, but we should sirive to I'pok beyond the prob- 
lem to the woman s^- her unique needs and contrib^jtions, -The 
following "Bill of Rights 'for Winners" may be helpful to staff, 
volunteers, *cl iehts, and residents.^ ^ . . 
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A BILL OF RIGHTS 70R WIITNBRS 
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. You have the right to be you — the way .you are, the way you 
want to be. . • ^ . 

You have the right to grow, to change, to become, to strive, to 
reach for' any goaf, to be 1 Iniited' only by your degree of talent 
and the amount of effort. 

You have tt)e right to prlvacy — . in a marriage, 'in a family. In- 
•^any relationship.. In any group — the right to keep a part of your\ 
life secret, no matter how triv-lal or "how Important, merely because ^ 
you want It to be that way. And you have the right to-be alone 
a- part of each day,, each week, and each year, to spend time with' 
yourself. ^ ^ 



g 
1 

I 

I 

1 



i 

S 

i 
i 

s 
s 



You have the right to be loved and- to love/to be accepted, cared 
tor, and adored/^and you' have the right to- fulfill that right. 

- You have fhe right to ask questions, of anyone, at any time, in 
any mattfer that affects your life, so hong -as It is your business- 
to do so, and to be listened to and ^taken seriously. 

You have the right to self-respect and to'dg everything you need 
to do to increase .your self-esteem so long as you hurt no one 
I n do i ng so . • ^ ' 

You have the right to be happy, to find something in the world 
that- Is meaningful and ^-ewarding to you and gives you a(sense 
of completeness. • ' ^ 

You have the right to be trusted and to trust and to be taken at 
^your word. If yoy were wron_p, you have the right to bfe given a' 
chance to make good. If possible.- 

You have the right to be fT'ee as long 'as you act respons i bly and 
ar6 mindful of the rights of others and of those obll#(lons that 
you entered into freely. ^ 

You havfe the right to-wih, .to,,succeed,' to make plans, to see those 
plans^fulfllled, t6 become that best that you ^an possibly become. 

(Handout from Family Counseling Service, Aurora, Illinois) 
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The off ice/mee ting room of the Community Crisis Center is . . 

usually crowded wj^th residents, staff members and volunteers. -'• ^ • 
The conversation i s not .always "heavy," but is often 'fun and ' • 

thought-provoking. The following are some of the "pearls of . 
wisdom" to be found on the walls of the Community Crisis Center. 
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You HAVE TO LET ME 
BE INDEPENDENT 



NeueA cjOLAJiy anyone, on you/i 
back uoho i6 (Mpablt oi i^xxllUng,^ 



Does your mind feel more and more like teflon? Nothing 
^ ' . ^ sticks to it lately? 

A three-piece suit • ' 

Doesn't ■ . • 

Make 

Yoa- • ' ■ . / 

Sane. ' Get your "ask" in gear! 

Don*t be grounded when tT^ rapture comes. 




I kkotjO I'm not peA{^^cX, b 
poJuU oi me 

mnd2A{uiZ.' 



When you stop td'^think, 
Don't . 
Forgist . - 

to start again, 





Abstinence .mak^the heart gfrow' fonder . 



. , The behter is for /people who don't 
know where to go . /(Vivian - age H) 



r depressed* 
just have* 
' a touch 
of 

apathy. 



I SUFFER FROM MEMTAL HEALTH/ 



OVE TO A BATTERED WIFf 

And kz bojxt^ if on eac/i Yviqht, 
Don't 6tand in tkt coAneA, 
Ja&t 6kafUng ijUth i>Ught. 

W/ien Sajje, gU yoiumti and tkz lUd^, 

C(m(L lt\6 only y^hHdZi yoa'U havz to ^ace. 

W/ien youJKz old and yoa^Kz gHjxy, 
And yoii'H,z battoAzd and bint, 
ffJho'U caAt {^oK the, chUd/izn? 

Who^lt coAz about Vou? ^ 

TihoAn ioltt be no Kuptat^ 

A^tQA all yoii'vabzzn thAoagh. 

VoiVi family and Inlandb, 

Tkny'll be gonz, too. . ^ ^ 

Vciu'll be tAxipptd In yoix/i hou/>z, 
Likt a dog oK a cat* 
U mn't be anything. 
It uUU be j(i6t ploAjn ^lat. 

Takz hand to my iJfmjuMg. 
Itl6 all viAy tAJUit. 

li you a6k hou) I knotjo tkUi, 

becouAe Vm^liiz you. 

• ' Renee 



As part of the out t;ake- procedure of the Cooimunity Crisis Center, 
residents are asked their feelj^ngs about the timd they spent wit>i 
us. In reply, we received the above advice to battered woirien. 
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